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University of the Arts London

Learning & Teaching Observation Scheme

Introduction

This booklet describes the University of the Arts London Scheme for the observation of learning and teaching and gives advice on good practice.
The purpose of observation is to enhance the quality of learning and teaching through constructive advice and sharing good practice. The emphasis throughout is on a developmental approach. 

This observation scheme allows for regular, structured critical evaluation of individual teaching; the environment in which teaching and learning occurs; the resources available to teachers and students; and how particular resources are used.  It therefore enables the teacher and the observer to focus on areas where students’ learning experience can be improved.

Teachers acknowledge that the art of teaching is not a static process but one requiring ongoing and continuous personal professional development (PPD). Many teachers further acknowledge that positive advantage can evolve from regular involvement in a good, developmental teaching observation scheme.

All Further Education Colleges and Higher Education Institutions in the UK have in recent years been involved in having the quality of education that they provide to students assessed by external Quality Assessors.  Self-Assessment in further and higher education has become an increasingly vital part of the University’s quality assurance process. Observation of Learning and Teaching is an important element in understanding the quality of the learners’ experience and this understanding will enable managers to target staff development towards the continuous enhancement of the University’s professional skills. 

University of the Arts London and NATFHE are both committed to the successful operation of the scheme. The expectation is that all academic staff will take part, providing opportunity for personal and professional development, and improvement to pedagogy and the learning experience of our students. Observation will therefore make a major contribution to the enhancement of quality.

1.  
Key Principles of the Scheme
1.1 All observers will have access to appropriate training; however, where observation is taking place other than by the accepted mutual peer observation, observers must have undertaken an effective and acknowledged training programme before taking part as an observer in the University’s developmental teaching observation scheme.

1.2 The vocabulary used to describe observation within feedback notes or discussions will be sensitive to the developmental nature of the scheme whilst clearly identifying the quality of learning and teaching observed.

1.3 Observees should take full advantage of any constructive feedback by the observer and of staff development opportunities to enhance the quality of learning and teaching.

1.4 Where observation has taken place it will be useful for the appraisee to discuss the outcome with their line manager during appraisal in order to build on good practice and identify areas for possible development.

1.5 During the first annual CCM, Course Directors will encourage a proportion of all staff teaching on their course to identify that they will involve themselves in the observation of their teaching (though not necessarily associated specifically with the teaching on that course) during the coming year. The aim being that all staff on the course team will have been involved in an observation at least once every three years.  Individuals who have agreed at a CCM to undertake this will inform the Course Director following completion of their observation in order that the information can be logged in the annual CMR.

1.6 Following the completion of the observation process a copy of the Observation Report Form will be forwarded to the College QA administrator to support and promote the identification of wider staff development.

1.7 Observer feedback under this scheme is in the main confidential, where the names of observers and observees do not need to appear on observation report forms and no information is provided to any third party which would compromises the anonymity of the observee, unless otherwise requested or agreed by the observee.

1.8 The only instance where anonymity is waved is where an individual observation has resulted in significant shortcomings regarding the quality of the learning & teaching session observed and, following a 2nd observation within a 3-month period, there has been no significant improvement. 

N.B.: The 2nd observation may be carried out by either the same or a different observer, the choice being for the observee to decide. However, a different observer will need to be informed by the first observer, that the observation being done represents a 2nd observation.

The first ORF will not be passed on to a new observer unless the observee so requests.

Only under these circumstances and in the interests of the student experience and in support of the University’s mission statement: i.e.

‘To be at the forefront of learning & teaching in Art & Design’

… is it agreed that – if the member of staff so identified has not within 30-days, them-self, sought developmental support from the QA manager (which will be followed up by the observer), the member of staff will be invited to attend a meeting with the college QA manager so that a structured developmental teaching support package can be agreed and put into operation with a view to enhancing learning & teaching (see section 2.12 part 9 of the ORF). In this instance, the individual may also if they so wish be accompanied by a friend or NATFHE representative to give support.

1.9 The scheme will be supported through resource allocation to ensure its effectiveness.

2. 
How the Scheme Works


2.1 
Who will observe?

All observers will have undertaken a consistent training programme before involvement in any observation and they may be a colleague who has completed a training session on peer observation. Where considered desirable, the observer should have subject expertise, particularly if the observation is to reflect on content as well as delivery.  However, subject experts should be conscious not to become over-concerned with ‘content’ at the expense of ‘process’. It is important that in identifying the observer a relationship of mutual trust and respect exists between the observer and observee. Course Directors together with the Dean/Head of Quality will encourage and/or facilitate where necessary observation through the agreed approach between the individuals involved.

Observation may therefore be undertaken either by:

a) A colleague with subject expertise from any part of the University, since it is recognised that there is much to gain by sharing good practice within and across Schools and Colleges.

Or 

b) A professional practitioner, an educational developer, or an individual whose skills as an observer have been developed and/or recognised and the individual has agreed to take on a wider role as an observer.  An advantage of this type of observation is the possibility of receiving more constructive and developmental feedback from the more experienced observer.

When observation has been agreed, the observer and observee will need to make contact with each other to discuss and arrange the completion of the observation arrangement form and undertake the pre-observation meeting.

Those undertaking observation will have the additional workload accounted for in their Individual Annual Programme. Where this involves changes to the amount of the Formal Scheduled Teaching (FST) aspect of the Individual Annual Programme, it is reasonable to calculate that every observation will require the equivalent of two hours FST. Observers who are Associate Lecturers will be paid for this work on the same basis.

2.2 
The Frequency of Observation

Unless involvement in observation occurs reasonably frequently, benefits will be limited. Organising and completing observations can be time consuming and additionally require the provision of adequate resources to be effective. These factors will limit the frequency with which observations can be undertaken.  However, Course Directors will aim to be able to identify in their annual CMR the involvement in observation of staff teaching on their course at least once in every three years and may try to encourage individuals to involve themselves in an observation earlier rather than later after taking into account the outcomes of course monitoring, student feedback and preparation for external scrutiny. The outcomes of observation which may be discussed during annual appraisal will provide good opportunity for any associated staff development to be requested and undertaken during the following year, thus achieving a cycle of observation, review and development. Whenever a request for support is lodged at appraisal, in order improve the learning & teaching provision of the University, it will be prioritised for support by the college. 

2.3 
Preparation for Observation

Once observation has been agreed, the observee should inform the students that at some unspecified time and date, a learning and teaching session may be observed by a colleague. The observee should then complete the observation arrangement form and provide a copy to the observer wherever possible at least one week in advance of the agreed observation.  It is recommended that a short meeting takes place between the observer and the observee to discuss arrangements.

2.4 
The Observation

During the observation process an observation report form (ORF) is completed by the observer, enabling focused observation and feedback to the observee.  Following the observation and feedback a copy of the form is forwarded to the College QA Dean/Manager to inform self-assessment and the identification of staff development priorities. The report form does not require the identification of names or signatures of either the observer or observee unless specifically requested by the observee or in the case of the identification of significant developmental needs following a 2nd observation where no significant improvement has been recorded from the initial observation. In all cases taking part in an observation should be seen as developmental for both parties. 

The Purpose of the ORF is to:

a) Provide a common framework for all teaching observations, across the colleges within the University of the Arts London.

b) Act as an aide memoir, identifying the essential elements of observation and feedback that should be considered 

c) Provide a limited yet constructive summary of an observation that the observee can retain

d) Make available to Quality Deans and Managers a simple summary document to contribute towards Self-Assessment and to provide constructive feedback to enable wider staff development themes to be identified.

e) Provide opportunity to identify where further improvement to learning and teaching resources, accommodation or environment might be made

During Observation the observer should:

f) Be discreet and diplomatic when present in the learning session.

g) Sit where they are not in the overt line of vision of the group or the teacher.

h) Ensure that they are able to see all aspects of the learning and teaching session as appropriate. 

i) Ensure they do not participate in the session or interrupt the proceedings in any way, except with the prior agreement of the observee to take the opportunity during practically based activities to speak to students.

j) Use the ORF to record their comments.

2.5 
Length of Observed Session

The duration of the observation must necessarily depend on the particular circumstances of the chosen session; participants will ensure the observation is of a nature and length sufficient to permit the observer to form an objective, informed and useful perception of the session.  However it is recommended that it should not be less than 45 minutes.
2.6 
Observation Feedback

Written feedback is normally confidential and no information is provided to any third party which compromises the anonymity of the observee.  Following the completion of the observation process a copy of the ORF is forwarded to the Dean/Manager responsible for quality or their nominee to support and promote the identification of wider staff development and to inform the Self Assessment Process.

As soon as possible after the observation and wherever feasible during the same day, the observer and observee should meet to discuss the observed session.  This will provide the opportunity for confidential, analytical and constructive two-way dialogue between the observer and the observee.  During feedback both the observer and observee are encouraged to reflect upon the observed session and fill in the appropriate part of the ORF.

Good feedback is considered to:

a) Enable the observee to describe the observed learning and teaching session and assess how they felt the session went.

b) Focus on what the observer considers the observee to have done with skill, competence and insight supported by evidence or examples of good practice.

c) Identify if appropriate, areas where difficulties or less successful aspects of the session were observed, again with supporting evidence.

d) Provide ample opportunities for the observee to discuss any matters of concern about the session.


e) Enable discussion and identification of constructive solutions to agreed difficulties.

f) Focus on specific issues/examples not generalised descriptions or evaluation.
2.7 
Recording the Observation

In order that appropriate records are kept, it will be necessary for the observation to be recorded. At the end of the observation process i.e. following either the first or second observation where this is deemed necessary, the observer will fill in a record form and send it to the Dean / Manager of Quality or their nominee.  This will enable observees to have their time counted and where appropriate for payment to be made. The form will contain the names of observers and observees, the date of observation and whether the staff development advice was accepted by the observee. 
2.8 
Staff Development

Following any observation and the follow-up discussions with the observer, the observee might identify specific/focused staff development or other areas of PPD that they want to develop. Also, the observer may have identified aspects of notable good practice, which the observee might consider sharing with other colleagues in college or school staff development sessions.

Having been observed, the observee might ask the following questions to formulate an action plan:

a) Were any aspects of my teaching identified as being exceptional and/or novel, which I should consider sharing with other colleagues as examples of good practice?

b) Were there any aspects of my teaching I need to reflect upon in terms of method, style, etc.?

c) Might I benefit from any staff development sessions offered by the School or College? If so, do I need to suggest this either in the Observation Report Form or in my next Appraisal?

d) How will I determine that any identified improvements I want to make, have been accomplished?

After the Q/A Dean/Manager has received significant numbers of ORFs, they will highlight any common themes for staff development and will use the evidence to contribute to self assessment.  More focused feedback may also be provided to individual schools, thereby promoting the discussion of learning and teaching quality at the School Boards of Study.

2.9 Significant Development Needs


Where significant development needs are identified by the observer, a follow-up meeting will be arranged between the observer and observee to discuss possible development opportunities and to make arrangement for a 2nd observation within 3-months, either with them or with an alternative observer, the choice being at the discretion of the observee. If the second observation also identifies significant development needs, again the observee will be encouraged to seek support. If this support is not sought within 4-weeks and the observer made aware of it, then the observer will inform the QA Dean/Manager or their nominee of their recommendations for the required support through the completion of the appropriate section of the record form where the names normally left blank will be filled in by the observer.


2.10 The Link with Appraisal

Feedback from observation can form an extremely important part of the discussions during the appraisal part of the annual IPD process, thereby further fostering continuous PPD and completing the developmental loop.  There is an expectation that staff who have been observed and/or acted as an observer would share the outcomes of the process in the wider context of their appraisal in order to agree personal development goals and where appropriate have these supported by staff development.

3.  
Special support for Staff where Significant Staff Development Needs are Identified 

3.1
Following the identification of a member of staff requiring significant support either through self referral or through the observer, the QA Dean/Manager of Quality will ensure the appropriate support is provided.  The process of support for the member of staff will begin with a diagnostic meeting between the teacher and the QA Dean or their nominee.  The purpose of this session is to encourage the member of staff to recognise the areas requiring attention and agree a structured programme of personal development.  This informal process aims to provide support by way of counselling and/or staff development or training that are appropriate and practicable to assist in the improvement of the quality of learning & teaching.  During the diagnostic session the nature and details of any shortcomings observed will be sensitively but appropriately discussed.  In order to support the member of staff a mentor will be appointed from within or outside the College as appropriate and agreed and together with the teacher a minimum of a 12 week programme of support and development will be arranged.

The mentor’s role will include:

a) The discussion of the issues highlighted for attention and improvement.

b) Regular meeting with the teacher.

c) Providing advice and guidance to the teacher on any area of improvement being sought or put the teacher in contact with persons that may be more able to do so .

d) Provide additional support where necessary in the production of student handouts, lesson plans, or any other aids to teaching that might help facilitate an improved outcome.

e) Observing further teaching sessions on a monthly basis to provide further ongoing constructive advice and guidance.

No earlier than eight weeks into the programme after two further observations have taken place, the mentor will produce an interim report to the QA Dean or their nominee with a copy to the member of staff.  The QA Dean or their nominee will ensure that the report findings are discussed with the member of staff.  The purpose of this discussion is to formally recognise the process and to provide support and feedback by focusing on the identified areas of concern and improvements made and to provide an opportunity to discuss the ongoing supportive programme and whether any further support is needed.

At the end of the programme and no sooner than 15-weeks, there will be a further observation session. A copy of the report will be sent to the member of staff, mentor and the QA Dean or nominee.  The Dean or their nominee will discuss the report with the member of staff and at the end of the discussion will need to conclude whether:
f) A satisfactory observation report has been achieved.


g) There are still shortcomings but improvement has been notable.


h) Insufficient improvement has been made.


In the case of a) the member of staff should be praised for the improvements made, and their involvement in this process identified as being concluded.


In the case of b) consideration will need to be given as to what further staff development may be appropriate, or/and whether it would be useful to have a longer period of association with a mentor and one or more less frequent but further observed sessions.

In the case of c) consideration will be given to whether further staff development should be provided or whether there should be a recommendation to the Head of College that the formal stage of the disciplinary procedure should be initiated. However, see 3.1 below:

3.2
Qualification to Teach

When reviewing progress in all cases above, if the member of staff does not hold a recognised teaching qualification it will be a requirement that a recognised teacher training programme is followed to enable the member of staff to become qualified within a specified period of time before any more formal stage is considered. Furthermore, in cases where individuals are teacher trained, it may be useful to consider whether attendance at a refresher teacher training course might be beneficial.

4.1 OBSERVATION ARRANGEMENT FORM

	Date and time of Session to be observed:


	Subject:

	Length of session:
	Location:



	

	Feedback Date and Time:



	

	Any issues in relation to the session which the observee wishes to bring to the attention of the observer:

…………………………………………………………..…………………………………………………………………………………..

……………………………………………………………………………………………………………………………………………….

……………………………………………………………………………………………………………………………………………….

……………………………………………………………………………………………………………………………………………….

……………………………………………………………………………………………………………………………………………….



	Any aspects of the L&T session that the observee would like specific feedback on:

……………………………………………………………………………………………………………………………………………….

……………………………………………………………………………………………………………………………………………….

……………………………………………………………………………………………………………………………………………….



	

	 Any other information:

……………………………………………………………………………………………………………………………………………….

……………………………………………………………………………………………………………………………………………….

……………………………………………………………………………………………………………………………………………….

……………………………………………………………………………………………………………………………………………….

……………………………………………………………………………………………………………………………………………….

……………………………………………………………………………………………………………………………………………….

……………………………………………………………………………………………………………………………………………….




4.2 OBSERVATION REPORT FORM

	College:
	
	Subject area:
	

	School:
	
	Observee
	Names are optional unless section 1.8 applies

	
	

	Type of Session:

(please tick)
	Workshop/Studio
Lecture
            Seminar
            Tutorial
             Other

	
	If Other please Specify:
	

	
	
	
	

	Teacher:
(please tick appropriate box)


	Full time 
Fractional
  VT
	Length of Observation:
	

	Course Level:

(please tick appropriate box)


	FE
HE
	For FE Courses only:

	
	
	Number of students 

on Register:
	
	Number of students present:
	


	A
	Clarity of learning objectives
	

	Observer comments:

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	B
	Planning and organisation


	

	Observer comments:

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	C
	Effective use of Accommodation and Learning Resources
	

	Observer comments:

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	D
	Content


	

	Observer comments:

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	E
	Depth and pace of teaching


	

	Observer Comments:

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	F
	Student participation in active learning and evidence of learning


	

	Observer Comments:

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	G
	Please summarise the overall quality of learning and teaching and identify where appropriate good practice that could be shared:
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


REFLECTION – TO BE COMPLETED DURING FEEDBACK

	H
	Can you identify any benefits to your own teaching as a result of:

i) being observed
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
ii) acting as an observer

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	I
	Outcomes and Recommendations


	

	This section provides opportunity for the observer and observee to identify (after discussion and agreement) those areas where additional support is being requested to improve the delivery and quality of the learning & teaching experience. Areas of support available and being requested should be ticked:



	· An unpaid sabbatical of ______ months to update industrial experience and/or professional practice
	

	· Support to obtain a teacher training qualification e.g. PGCE; Preparing to Teach; Refresher course
	

	Provision of a mentor for ______ months to advise and help to improve L&T in the following areas: -



	· Mixed ability teaching / teaching students with learning difficulties
	

	· Managing workloads - Lesson planning and schemes of work
	

	· Disruptive influences and/or managing difficult student situations
	

	· The teaching of large groups, lectures and/or tutorials
	

	· Practical / workshop / design studio teaching – methods of delivery 
	

	· Aims, objectives, learning criteria and goals
	

	· Methods of delivery including PowerPoint; 
	

	· Assessment, marking criteria and student feedback
	

	· Individual and group tutorials – managing situations and getting the best from individuals
	

	Other support:

	· 
	

	· 
	

	· 
	

	
	


4.3 Aide-Memoire for the completion of the Observation Report Form (ORF)

The following information does not aim to provide a definitive list of indicators but may help clarify what might be considered when completing the ORF:

	A
	Clarity of learning objectives:

· Were session aims and learning outcomes clearly identified and appropriate links made within the overall scheme of work?

· Were clear goals identified for individuals or the class that should be achieved by the end of the learning session or period?

· Did the students understand the learning objectives?



	B
	Planning and organisation:

· Was the learning session well organised and structured with clear evidence of planning?
· Were students well prepared for the planned learning session?
· By the end of the observed session, were the planned learning outcomes achieved?

· Were students with special needs or disabilities catered for?
· Was assessment used to monitor progress and/or inform individual learners about how they are performing and/or how they might develop?




	C
	Effective use of Accommodation and Learning Resources:

· Were the necessary teaching resources, equipment, and other visual aids available, adequate, suitable and used effectively for learning to take place?

· Did any specialist equipment and/or materials used meet appropriate industrial standards?
· Were handouts or other available aids to enhance learning and teaching used effectively?

· Was the accommodation and environment suitable, adequate and safe for learning and teaching to be effective?




	D
	Content:

· Did the observee

· ensure they could be heard and understood clearly?

· display enthusiasm for the subject?

· summarise discussion periodically?
· respond to student’s questions and provide authoritative, accurate and up-to-date guidance?
· demonstrate a good command of the subject being taught?

· Was the session lively and were students motivated to learn?



	E
	Depth and pace of teaching:

· Did the depth and pace of teaching undertaken, appear at the right level for the type of course and/or mix of students present?

· Was student feedback sought and/or used to modify depth or pace of teaching?

· Were students encouraged to develop their skills and move beyond their existing levels of understanding?


	F
	Student participation in active learning and evidence of learning:

· Was the method of teaching effective in promoting student participation and active learning?

· Were students' individual needs met and appropriate support and guidance given?

· Were question and answer sessions used effectively to check that learning was taking place?
· Were students provided with the opportunity and encouragement to ask questions and/or relate information to their own learning development/background? 

· Were students encouraged to challenge, question or evaluate one another’s ideas?

· Did the observee discuss student misconceptions, faulty logic or unwarranted conclusions and/or encourage students to defend their position where appropriate?
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