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OBSERVATION OF TEACHING, LEARNING AND ASSESSMENT POLICY AND PROCEDURES
Introduction 
The session Observation / Lesson Visit process is central to assuring and improving the standard of Teaching, Learning and Assessment, and is underpinned by our values:
· Placing the Learner at the heart of all we do
· Showing fairness, courtesy and mutual respect
· Aspiring the excellent with quality as everyone’s responsibility
· Working together to get best results
· Empowering others to achieve their potential
Observations/Lesson Visits form an integral part of the evidence collected for the annual Self-Assessment Review.  
Observations/Lesson Visits are designed to support Tutors/Teachers/Trainers/Assessors and will be closely linked to their Continuing Professional Development and will inform the Reynolds Training Academy’s Quality Improvement Plans (QIP).  This scheme exemplifies Reynolds Training Academy’s robust, self-critical culture and aims to be rigorous, comprehensive, and able to withstand external scrutiny and judgement whilst providing accurate self-assessment evidence.
The Observation / Lesson Visit process is part of a service wide Performance Management Process through which the Tutors/Teachers/Trainers/Assessors receive, from a standard Observation / Lesson Visit, a judgement (non graded) of the quality of Teaching, Learning and Assessment for the session that was observed, and it is informed by the Quality Cycle. The role of the Observation / Lesson Visit Team is to take Teaching, Learning and Assessment forward by providing leadership to all delivery teams.
These guidelines have been developed in line with the Education Inspection Framework (September 2019).
Tutors/Teachers/Trainers/Assessors may receive more than one Observation / Lesson Visit if they hold multiple job roles, or it is identified that significant areas of development are required. 
Policy Objectives
The purpose of session Observation / Lesson Visit is to:
· Continually improve the standards and the quality of Teaching, Learning, Attainment and Assessment across all Reynolds Training Academy programmes.
· To recognise that learning and teaching is the key to our success.
· To give the Tutors/Teachers/Trainers/Assessors an overview judgement of the standard of their delivery.
· Provide a supportive tool to help Tutors/Teachers/Trainers/Assessors reflect on, develop and improve their own practice.
· To ensure that the Curriculum meets the needs and interests of Learners.
· Identify the Continuing Professional Development needs of Tutors/Teachers/Trainers/Assessors.
· To identify trends in Staff Development needs.
· Help identify, share, and develop good practice.
· Provide evidence to inform the SAR and identify development needs of Tutors/Teachers/Trainers/Assessors.
· To ensure we meet best practice in Equality of Opportunity and the development of employment and Citizenship skills and British Values.
· To provide data and information for internal and national benchmarking.
· To ensure the standards of the Education Inspection Framework (EIF) are understood and practiced by all delivery staff.
· To provide evidence for formal procedures such as Performance Management.
Responsibilities

Tutors/Teachers/Trainers/Assessors:

· Take responsibility for the development of their own learning and assessment sessions.
· Seeing Teaching, Learning and Assessment as their main priority.
· Have regular dialogue with other members of the Delivery Team, Managers, and Mentors.
· Regular reflection of Teaching, Learning and Assessment using Learner input as a basis for this.
· Participation in Peer observations/Lesson Visits.
· Supporting others to improve.
· Attending Training, Professional Development and Support sessions.
· Trying and using different Teaching, Learning and Assessment Practices.
Programme Managers:
· Take responsibility for Learning, Teaching and Assessment in their own area and seeing this as a main priority.
· Regular dialogue with Delivery Teams, Managers and Mentors.
· Regular monitoring of Teaching, Learning and Assessment Practices including:
· Monitoring Observation / Lesson Visit data and other data that informs judgements about the Quality of Teaching, Learning and Assessment.
· Monitoring effectiveness of Internal Quality Assurance.
· Use appropriate processes to regularly monitor the impact of interventions to improve the quality of Teaching, Learning and Assessment.
· Encouraging and monitoring Tutors/Teachers/Trainers/Assessors reflection on delivery.
· Facilitating Peer Observations / Lesson Visits and monitoring the effectiveness of such.
· Supporting improvement by planning appropriate training and monitoring the impact of this.
· Encouraging Tutors/Teachers/Trainers/Assessors to try different Teaching, Learning and Assessment Practices.
Observation Types
Standard Full Lesson Observation:
This is a formal process whereby the standard of the session may or not be graded (internally and for guidance support only).  If sessions are graded, this is according to a four point scale as used by Ofsted:

· Outstanding

· Good

· Requires Improvement 

· Inadequate

The Tutors/Teachers/Trainers/Assessors will receive a written report and the Observation will be subject to an Internal Moderation Process.  Grades, if applied, will be used only for internal purposes as one of Reynolds Training Academy’s Performance Indicators. 

Group Tutorials and Induction Sessions may also be observed and Observations may be unannounced.
This form of Observation is typically between 35 – 60 minutes in duration and Teaching/Assessing Staff Members will be asked to leave the room to enable the Observer to liaise with the Learners to obtain feedback on their learning journey.
Developmental Lesson Visits:
Developmental Lesson Visits are not graded. They are used as a development tool, supporting Tutors/Trainers/Teachers/Assessors Continuing Professional Development.  
All new Tutors/Teachers/Trainers/Assessors will have developmental Lesson Visits that will be undertaken by their Line Manager within their 8 weeks.  Managers, in consultation with Tutors/Teachers/Trainers/Assessors, may also undertake additional developmental Lesson Visits and Tutors/Teachers/Trainers/Assessors can request one, including a Full Observation. 

Planned Lesson Visits will be implemented across all Curriculum areas ranging from 5 – 30 minutes.  There may be a Theme for this type of Observation (for example, Attendance, Assessment Methods, enhancing Digital Skills) and these are recorded on the Lesson Visit paperwork.  Lesson Visits are designed to be supportive, and Learners will not be asked for their views.  An indicative grade can be given.
Lesson Visits complement the system of Formal Observations and are essential in enabling Managers to understand Teaching, Learning and Assessment consistently throughout the Curriculum.  They are non graded and can be Announced or Unannounced.  Their main aim is to:
· Sample the day-to-day Staff/Learner Experience.
· Actively engage in the monitoring the Quality of Teaching, Learning and Assessment.
· Discuss Teaching, Learning and Assessment approaches with the Delivery Team.
· Quickly identify good practice or areas of concern.
· Support Tutors/Teachers/Trainers/Assessors experiencing difficulties with appropriate guidance and support.
Verbal Feedback will be offered and Written Feedback can be provided to the Staff Member on their request, or where actions for areas of development are required.

Paired Observations:
These are Formal Observations, undertaken by two people and can be used as a Training/Mentoring opportunity for existing or new Observers. Paired Observations may also be used for any Re-Observation or Lesson Visit, where an internal outcome of “Requires Improvement or Requires Mentoring Support (Inadequate)” was seen, or if any Tutors/Teachers/Trainers/Assessors appeal against a decision.
Peer Lesson Visits:
There may be times when Tutors/Teachers/Trainers/Assessors Peer Observe each other, enabling each Tutor/Teacher/Trainer/Assessor to observe and feedback to their Colleagues on the session observed.  Peer Lesson Visits are not graded and can be scheduled in advance by the Director of Quality & Training and/or the Programme Managers. They may again be Themed or Un-Themed, and will be announced.
Where an Observer has identified a particular area of good practice, for example, the use of a specific Resource, ICT, or Assessment Methods, there may be opportunities whereby a Colleague can benefit by observing that Tutor/Teacher/Trainer/Assessor moving forwards.  The Colleague would observe that aspect of the session for their own Personal Development. Equally, the Staff Member may be asked to share their elements of best practice during hosted or co-hosted CPD Training Sessions and Standardisation Meetings. 
Note – Reynolds Training Academy Policy is that Observations/Lesson Visits will be undertaken by a Fully Qualified Teacher who may also be an IQA.  However, the OTLA is a separate activity and process from the Observation / Lesson Visit of Assessment Practice as required by the Awarding Organisation and uses different paperwork.  Details of this can be found in the IQA Policy which is a separate document.
Arranging the Observation/Lesson Visits/Peer Lesson Visits:
In line with 48 hours’ notice for some Ofsted Inspections and External Quality Visits, the notice period for a Full Observation may, at times, mirror this. The current RTA notice period for a Full Observation is 5 working days and will allow the Tutor/Teacher/Trainer/Assessor to ensure that all their course and session planning documents and resources are available for the Observer to see and will enable, if practical, for the Tutors/Teachers/Trainers/Assessors to inform their Learners at the beginning of the session that there will be a Visitor attending the class. 

An email will be forwarded to the Staff Member/Observee, advising them of the date, time and session to be observed, 5 working days in advance by either the Director of Quality & Training or the nominated Observer.  Tutors/Teachers/Trainers/Assessors will be required to complete a Self Reflection Form which will be shared with the Observer, their Line Manager and the Director of Quality & Training in order to support the process of their development and any recognised themed CPD Training.
For announced Lesson Visits, the Tutor/Teacher/Trainer/Assessor will be notified 1 weeks in advance of the period to which these will take place.  Unannounced Lesson Visits can also occur at any time, with no advanced notice.
The Observer/s may visit these sessions in all cases, at the beginning, mid or end.  
Informing Tutors/Teachers/Trainers/Assessors of  Observations / Lesson Visits:
· An email from the Director of Quality & Training or the Observer will confirm the date/weeks, venue, and time.
· Emphasise the aim of the Observation / Lesson Visit to help improve the quality of Teaching, Learning and Assessment.
· Explain the type of Observation/Lesson Visit (for example, Joint, Themed)
· Agree a time for the Observer to give Verbal Feedback to the Tutor/Teacher/Trainer/Assessor.
· Agree a time for the Observer to give the Written Feedback and agree an Action Plan or CPD Training, where appropriate.
· Remind the Tutors/Teachers/Trainers/Assessors that they will need to have evidence of Planning, Resources and some Learner’s Assessed Work.
· Explain confidentiality issues.
· Agree when the most appropriate time for the Observer to receive feedback from the Learners (where Practical or Assessments may be occurring and without the Tutors/Teachers/Trainers/Assessors present).
· Discuss any concerns or any circumstances that the Observer should be aware of.
· Remind Tutors/Teachers/Trainers/Assessors to inform their Learners of the Observation/Lesson Visit.
Observing the Session:
When the Observer/s arrives at a class the Tutor/Teacher/Trainer/Assessor should introduce the Observer/s and briefly explain the process and inform the Learners that the Observer may wish to speak with them.
The Observer should:
· Remain as unobtrusive as possible, though adequately be able to see and hear all activities taking place.

· Not actively participate in the session.
· Make concise and accurate notes of the evidence that will be used to support the feedback.
· Use Observation / Lesson Visit criteria and standards based on the Education Inspection Framework (EIF) key headings primarily focusing on the learning that is taking place.
· Watch and listen to the session in progress, recording both Tutor/Teacher/Trainer/Assessor and Learner Verbal and Non-Verbal Communication.
· Talk to Learners and, where possible without the Tutors/Teachers/Trainers/Assessors present and with permission, look at Learners’ work for evidence of progress and achievement.
· Thank the Learners and Tutors/Teachers/Trainers/Assessors before leaving.
Learner Feedback:
Observers, when asking Learners for feedback may use questions such as:

· How will you be assessed for your qualification/s and how often?
· Where can you access information about your course and resources and how sufficient and relevant are these?
· Do you have an Individual Learning Plan or Course Planner to show how and when your qualification/s will be achieved?
· How and why does what you are learning each week link (sequence) together and how does this support you with your study and knowledge towards completion and any future Industry placements?
· What type of assessments take place within your lessons and how are you provided with feedback?
· How often are you set SMART Targets and how often are these goals reviewed?
· What feedback have you received from your Tutor/Teacher/Trainer/Assessor on your progress overall and how helpful was this and why?
· Who would you report a Safeguarding incident or concern to regarding yourself or others?

· Questions surrounding their knowledge and understanding of Equality & Diversity, Safeguarding, Prevent, Health & Safety and British Values.
Tutors/Teachers/Trainers/Assessors Verbal Feedback:
Where possible, initial feedback should be offered verbally to the Observee immediately after the Observation/Lesson Visit.  If this is not possible, a suitable time should be arranged as soon as is practicable thereafter, with best practice being within 48 hours.  Always try to ensure that feedback is given in an area where confidentiality can be assured.

It is recognised that each Observer will have their own style of giving feedback, which should last approximately 15 to 20 minutes.  It is recommended that the following three stages be followed:
Stage 1 - Setting the Scene
· Create a positive atmosphere and ask if the Observee is comfortable to obtain feedback in the setting environment chosen. Ensure this promotes a supportive two-way dialogue (Stage 3).

· Set the context for the feedback, that it is intended to be supportive, but is part of a wider performance management process.
· Request to view and discuss the Observee’s Self Reflection Form, should this have been previously completed.
· Explain that a session Observation / Lesson Visit form will have be completed and that the form is subject to an Internal Moderation process.
Stage 2 - Communicating Judgements
· Give clear, concise, and confident judgements that are based on the evidence observed.
· Identify the key strengths and areas for development, ensuring a balance where possible between positive and action points.
· Advise the Observee that the internal grade is provisional, explaining that this could change once the Observer has written up the evidence, or discussed the outcome with a Colleague, should the Observation be jointly completed .
Stage 3 - Tutor/Teacher/Trainer/Assessor Feedback and Action Points
· Allow for reflective time regarding comments made and for the Tutor/Teacher/Trainer/Assessor to respond and contribute with any information they would like to.
· Discuss what areas of development are required and how these can be met.
· Agree what needs to go in an Action Plan and set SMART targets with realistic timescales.
· Specifying steps to be taken by Management in relation to aspect such as resources.
· Give details of support that is available and explain that the Line Manager (if the Line Manager is not undertaking the Observation/Lesson Visit) will agree the final Action Plan and timescales.
· Identifying aspects that might benefit from Peer support or further training.
· Clarifying issues related to Course design and Management.
Stage 4 - Conclusion 
· Give details of when the Tutor/Teacher/Trainer/Assessor can expect a copy of the written report, that there is an opportunity for the Tutor/Teacher/Trainer/Assessor to add their own comments and for them to countersign.
· Outline again that the grade, if applicable, is subject to Internal Moderation and therefore may change.
· Make the Tutor/Teacher/Trainer/Assessor aware that there is an Appeals process if they do not feel they have been treated fairly.
· Finish on a positive outcome and a reminder that Observations are designed to be a supportive tool.
Providing Written Feedback:
The Observer should send a copy of the completed Observation / Lesson Visit of Teaching, Learning and Assessment Template to the Tutor/Teacher/Trainer/Assessor within two weeks of the Observation/Lesson Visit.  The commentary on the form should include evaluative judgements and give supporting evidence that support the final internal grade.  Observers should use “active” rather than “passive” statements and be as precise as possible.  The Tutor/Teacher/Trainer/Assessor should add their comments and countersign the document and return to the Observer (if it is not their Line Manager) and send a copy to their Line Manager and Director of Quality & Training, within 1 week of receipt.
Developing the Action Plan: 

The Line Manager is responsible in negotiation with the Tutor/Teacher/Trainer/Assessor for:
· Identifying the Tutors/Teachers/Trainers/Assessors’s development needs arising from the Observation / Lesson Visit and seeking ways to meet these. 
· Agreeing the Action Plan and establishing a realistic time scale for completion.
· Agreeing the process whereby the Action Plan will be monitored.
· Agreeing the time scale for the next session Observation/Lesson Visit.
Monitoring Progress:
One of the prime purposes of the session Observations / Lesson Visits process is to increase the standards of Teaching, Learning and Assessment.  All Tutors/Teachers/Trainers/Assessors will be required to reflect on feedback, develop with the support of their Line Manager and Director of Quality & Training, appropriate Actions Plans, and have a personal commitment to raising the quality of their Teaching and Assessment.
The Director of Quality & Training and the Principal will take an active role in ensuring that all Staff Members receive the best support possible, at all times, in order to complete their job roles effectively and acquire the necessary skills and resources in which to do so.  Ongoing monitoring of data and Observation / Lesson Visit outcomes are tracked and reviewed on an ongoing basis to ensure the quality of Teaching, Learning and Assessment is of the highest standard.
Requires Improvement Outcome:
It is important to ensure that the Tutors/Teachers/Trainers/Assessors are able, with support from their Manager, to put into practice the recommendations that have arisen from the Observations / Lesson Visits and to be able to gain feedback on their progress.  The Manager may follow a period of support by undertaking Developmental Observations/Lesson Visits.  It is recommended that the Line Manager plans a further standard Full Observation within 2-3 months and group or bespoke individual CPD Training is implemented in line with the specific areas of development required.
Inadequate Outcome:
If any Tutors/Teachers/Trainers/Assessors are awarded an internal “Inadequate” grading, then a second Observation and further Lesson Visits will occur within a 6 week period.  
The Tutors/Teachers/Trainers/Assessor’s Line Manager will be given additional support and guidance by the Director of Quality & Training and Principal, and adequate time to enable their Team Member to work on the areas of Personal Development identified through the Observation / Lesson Visit process. 

If a Tutor/Teacher/Trainer/Assessor is awarded two consecutive internal “Inadequate” grades, then the Line Manager will undertake a Performance Review with the Tutor/Teacher/Trainer/Assessor.  An Action Plan will be produced, with timescales detailing the improvements required, with a copy forwarded to the Director of Quality & Training and/or Principal.  RTA may decide to reduce the Tutors/Teachers/Trainers/Assessor’s hours or cease using the Tutors/Teachers/Trainers/Assessors, though every step will be taken to try to ensure that this does not occur and is the last possible option.
Sharing of Best Practice:
One aspect of the Observation / Lesson Visit process is the identification of Tutors/Teachers/Trainers/Assessors who are outstanding or have aspects of their work that can be shared with other staff.  If an Observer identifies such good practice, then they should consider the most effective way of disseminating the practice. This should be recorded and agreed on the Action Plan. 
The Tutors/Teachers/Trainers/Assessors could be asked to take part in a focused Observations / Lesson Visits where a colleague would observe one aspect of the Tutors/Teachers/Trainers/Assessors’ best practice. They may also be asked to be involved with the delivery of Continuous Professional Development Training for the Academy.
The Appraisal Process:
Teaching, Learning, and Assessment is the core activity of the Reynolds Training Academy Training Provision.  It is essential that the Delivery Team are competent in the Planning, Delivery, and Assessment of the learning programmes.  Observation / Lesson Visit reports and Action Plans will contribute to the Probation and Appraisal process and inform Staff Development. (See additional RTA Policies relating to Appraisal processes).

Internal Moderation of the Observation / Lesson Visit Process:
The purpose of carrying out Internal Moderation is to ensure a consistent approach in the process of OTLA and internal grading, where applicable, and to share good practice and areas requiring improvement.  This will include Paired Observations/Lesson Visits, standardisation of internal grading, Action Plans and communication with the Tutor/Teacher/Trainer/Assessor.  
Moderation will take place on a regular basis by the Director of Quality & Training, the Principal, or a member of the Management Team, as part of the Quality Cycle and outcomes will be recorded. 
All staff involved in Formal Observations/Lesson Visits will be fully trained to ensure professional standards and consistency.  As well as initial training of all Observers, there will be ongoing training linked to the identification and understanding of standards related to Teaching, Learning and Assessment and the way in which Observation / Lesson Visit evidence should be judged against those standards.  Training will also focus on developing Observers’ skills in providing developmental feedback and supporting effective improvement planning.

Observation / Lesson Visit Appeals:
If a Tutor/Teacher/Trainer/Assessor feels that the Observation / Lesson Visit outcome does not accurately reflect the session observed, then in the first instance, this should be initially discussed with their Line Manager.  Both the Tutor/Teacher/Trainer/Assessor and Line Manager should make every attempt to quickly resolve any disagreement. 
If this proves too difficult, the Tutor/Teacher/Trainer/Assessor may formally appeal to the Director of Quality & Training or the Principal, and the Appeal Form should be completed.
Appeals must be in writing and received no later than two weeks after the feedback on the Observation/Lesson Visit.  If the Director of Quality & Training or the Principal feel it to be appropriate, a second Observation / Lesson Visit would, where practical, be undertaken within four weeks of the receipt of the Appeal, and this would be a Paired Observation/Learning Walk.
Equality, Diversity, and Inclusion Impact:
This Policy and Procedure is high in terms of its relevance to equality impact.  The training programme for all new Observers and Observers receiving refresher training will ensure that values, beliefs, and examples of discriminatory practice are considered.
It will ensure that, as a result:
· All Learners receive an equality of service regarding the equality strands.
· Each Learner should be treated as an individual with their own unique profile of learning needs which may require extended time for achievement.
· All instances of discrimination within the learning environment are seen to be challenged.
· Delivery methods and materials should encourage the widest possible access and participation.
· Positive promotion of and action on Equality, Diversity and Inclusion are being  practiced and embraced.
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