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Observer’s Record – To be submitted to Head of Department
This form is designed for use in a variety of teaching and learning sessions.  The questions are intended to help you focus on different aspects of the session and to provide concrete useful feedback to your colleague; you do not need to address all of them. 
	Observer

…………………………...
	Member of Staff

…………………………...
	Subject

…………………………...

	Course Unit / Module

…………………………...
	Length of Session

…………………………...
	Title of Topic

…………………………...

	Level/Year

…………………………...
	Type of activity (e.g. lecture, seminar, tutorial)
…………………………...
	Number of students at session

…………………………...


Planning and introduction

1. Did the tutor relate the session to previous sessions /set it in the overall context of the unit/module? 

2. Were the objectives of the session made clear to the class?

3. Were the anticipated learning outcomes for the session identified?

Organisation 
4. Did the class begin on time?
5. Did the pace and delivery seem appropriate for the students present? 

6. Were the teaching methods/approach taken suitable for achieving the learning outcomes? 

7. Was there variety of activity?

8. Were resources used (ppt slides, interactive board, video etc)? Were they professionally produced and clear?

9. Did the students get handouts? Were they well-produced?

10. Were the seating arrangements appropriate for the activities? 

11. Did there appear to be any Health & Safety issues?

Content
12. Where you feel qualified to make comment, did the content seem accurate, up-to-date?  

13. Were the explanations clear to the students? 

14. Were the examples and analogies appropriate? 

15. Were any aspects, in your view, dealt with too briefly/with too much elaboration? 

16. Was the session pitched at the appropriate level for the students present? 

17. Were the key points emphasised/summarised in conclusion?

Interaction with students
18. Were students invited to participate?  Did there appear to be any barriers to learning for students with disabilities / special learning needs? 

19. Did participation enable the tutor to check the students’ understanding of the material/approach?

20. How did the tutor deal with student responses?

21. Did the tutor appear confident in delivery?  Did s/he convey enthusiasm? Was s/he clear and audible? 

22. Were the students attentive/bored? Did they seem to “engage with the session”? 
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Observer’s Notes – To be passed on to Observee
Pre-observation meeting/discussion

Note here any relevant information you have been given before the observation.
	…………………………………………………………………………………………………………………….

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

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

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




Summary

The main points that you wish to feed back to your colleague about this session. 

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

…………………………………………………………………………………………………………………….
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Observee’s Post-observation Notes – To be kept by Observee
This form is confidential to the person observed and is intended to be a reflective record that aids professional self-development.  The headings are only indicative.
Session observed:………………………………………………………………………………………..
Observer: ……………………………………………………………………  Date:    ………………….

Strengths to build on:

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

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

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

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

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

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

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




Areas for possible future development:

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

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

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

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

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

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




Actions needed

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

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

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

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


