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1. Introduction 

Lesson observations are an integral part of Quality Assurance and Self-Assessment. 

It is a key factor to support continues improvement in the delivery of teaching and 

learning. 

 

2. Aim 
Within the College’s culture of critical self-evaluation and support for staff, the lesson 

observation policy and code of practice will seek to provide the highest standard of 

learning for all learners. 

 

3. Management of the observation process 

All three sites (Avondale, Arts Centre and Goswell Road) will use the same system 

managed by the Quality Assurance team. 

Copies of the lesson observations need to be sent to HR and the QA team for 

recording. purposes. 

 

4. Objectives: 

It is important that all aspects of the observation process are understood and 

endorsed by all staff.  

The process is designed: 

• To develop and improve teaching and learning; 

• To identify and acknowledge good practice and ensure that this is shared; 

• To evaluate the experience of the learners; 

• To inform the self-assessment process; 

• To support the assessment of leadership and management at curriculum area 

level; 

• To identify team and individual staff development needs 

• To inform staff appraisal 

 

5. Responsibility: 
Overall responsibility for the Lesson Observation Policy lies with the Course Leader 

who will co-ordinate with the Head Tutors the management of all processes 

connected within the framework. 

It is the responsibility of the Course Leaders to ensure all teaching staff have been 

observed in a timely manner.  

It is the responsibility of all Head Tutors to ensure the following are completed: 

 

1. All new teachers including freelance, session contract and full-time staff are 

observed in their first half term teaching 



Italia Conti  
 

4 | P a g e  
Policies \Lesson Observation Policy and Procedure v2- YC 11/2020 updated QA 02/2022 
 

2. All existing teachers, regular freelancers and session staff are observed annually 

3. A lesson plan observation form is completed and shared appropriately 

4. To flag any issues to the relevant Course Leader and the Head of Quality. 

 

 

6. Processes:  

Observations will take place at different stages during the academic cycle for 

Programme areas. Head Tutors, in consultation with the Course Leader, will co-

ordinate an observation timetable at the start of the academic year.  

 

• Head Tutors will carry out observations across all curriculum areas. 

• To support the standardisation, process a number of observations will be paired 

• Standardisation meetings will be held with the Course Leader and Head Tutors to 

quality check a sample of lesson observations reports 

• Teaching staff will be advised that during a specific five working day period they 

will be observed as part of the Italia Conti Lesson Observation process. Fifteen 

working days’ notice will be given of the commencement of observation period.  

• Head Tutors will determine the observation period and will select the lesson to be 

observed and will communicate this to their team. The observer may discuss at 

what stage during the observation it will be appropriate to speak with the learners. 

• All lesson observations will be at least 45 minutes, although the observer may 

wish to leave the session and return to observe different stages or aspects of 

delivery.  

• All observations will be assessed against the Ofsted criteria including for new and 

probationary teachers. 

• After each observation brief feedback will be given to the member of staff and a 

time agreed for a formal oral and feedback report to be conducted.  

• Formal oral and feedback report along with action plan should be arranged within 

five working days of the observation. 

• The action plan will identify development needs and where support could be 

obtained. 

• The action plan will be developed and monitored by the Head of the relevant 

subject area. 

• The observation report and action plan will contribute to the appraisal process and 

will be reviewed at each appraisal.  

• Staff will be given a copy of written feedback and will have an opportunity to 

appeal against their feedback. This should be done within five working days of 

receiving the written feedback. 

• A copy of all observations and action plan will be given to the Course Leader and 

copied to the Head of Quality and Academic Partnership Liaison and the Director 

of HR.  

 

7. Frequency of observation  

• Any part-time tutor should be expected to be observed at least once every two years. 

• Where a tutor is new, they should be expected to be observed in their first term for 

teaching.  
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• Permanent staff members will normally be observed once a year, normally across 

terms 1 and 2 of the academic year.  

• Where retention and achievement data give cause for concern the tutor will be 

observed. 

• Where student feedback or complaint gives cause for concern the tutor will be 

observed. 

• Where a tutor has been gives rise for cause for concern, they will be re-observed to 

ensure that they have made at least the progress expected of them. 

 

8. Conduct of observations 

It is important that all observers adopt a standardised approach to the process:  

 

• Observers should not disrupt the learning process within a session. 

• Class records i.e. the register, scheme of work, lesson plan, relevant records of work 

etc. should be seen by observers. 

• Where appropriate, samples of student work should be available in order for 

observers to assess the impact of teaching and learning. 

• Observers should seek an appropriate time to talk to learners about the session.  

• Observations should be conducted using the up-to-date lesson Observation Form 

with all the relevant data points completed. 

• Lesson observations will not be graded, but constructive qualitative feedback will be 

given. 

• All members of staff involved in the process should demonstrate: 

- Courtesy and objectivity in the conduct of all observation activities. 

- A respect for the confidentiality of any information gained in the course of 

carrying out observations and giving feedback. 

- A respect for students and staff, along with all aspects of the Italia Conti 

Observation Scheme 

 

9. Recording and data retention: 

The lesson observation form needs to be completed and shared to  

1. Head of Quality and Academic Partnership Liaison 

2. Director of HR 

3. Course Leader in the event of an issue 

 

This data needs to be collated in a secure file under GDPR guidelines for the 

collection of personal data. Two files will hold this data: 

1. Quality and compliance for inspection evidence 

2. HR with the member of staff file or in a secure collective file  

 

Access to files can only be made available to the Senior Leadership Team, Senior 

Management Team and Director of HR. 
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The following apply: 

• Where a lesson observation highlights areas of inadequate performance the tutor 

being observed will receive mentoring support. A re-observation will take place 

within 20 working days of the support agreement being implemented. 

• If the re-observation is graded as satisfactory or better, one further observation will 

be undertaken within another 20 working days 

• If any re-observation or any subsequent observation within 12 months is judged to 

require improvement, then capability proceedings may be instigated 

• Comments from tutors on the process will be encouraged and welcomed, and the 

observation process will be subject to review and validation as part of Italia Conti’s 

commitment to continuous quality improvement 

• All data from the observation will be confidential and held on file 

 

10. Appeals  

Appeals should be made in accordance with the following procedure: 

1. An appeal should be made in writing to the Course Leader stating the nature of the 

concern together with any appropriate documentation.  

2. The Course Leader will arrange for re-observations to be undertaken by another 

member of the observation team within five working days.  

3. If the observation feedback is improved the improved qualitative feedback and 

judgements will be recorded. 

4. There is no appeal against the second observation. 
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Appendix: Observation Form 

  

Official Class Observation- To be completed by Head Tutor or Course Leader 

Name of Teacher:  

 

Subject / Course/ Year group 

 

Observation date:  

Name of Observer:  

 

Length of observation:  

 

Number of students in 

session: 

 

In lesson completion- Please tick effective or 
improvement required 

Effective 
 

Observation prompt notes 
for write up after the lesson 

Improveme
nt needed 

• Recalled previous learning objectives 
 

   

•  Identified the anticipated learning 
outcomes for the session 

   

• The structure of the session was clear 
 

   

• The class began on time 
 

   

• Provided a balance of activities in order to 
reach the stated objectives  

   

• The pace was appropriate for the students 
present  

   

• Offered examples to improve learning 
 

   

•  Checked progress and understanding- 
gave corrections, feedback, 
demonstrations 

   

•  Followed through corrections and 
therefore students made good progress 

   

•  Used peer to peer observation effectively 
stimulating and promoting independent 
and critical thinking. 

   

•  Extended students’ knowledge and skill – 
setting work in vocational context  

   

•  Used a range to teaching strategies and 
methods to cater for different learning 
needs; e.g. differentiation, observation, 
demonstration.  

   

•  made appropriate links between theory 
and practice, embedded contextual 

   

•  used resources effectively to support 
student’s learning 

   

• The session was pitched at the 
appropriate level for the students present 

   



Italia Conti  
 

8 | P a g e  
Policies \Lesson Observation Policy and Procedure v2- YC 11/2020 updated QA 02/2022 
 

and therefore matched their needs 

• The session was well planned and 
organised  
 

   

Professional Attributes- Complete in or 
directly after lesson completion 
 

Effectiv
e 

Observational evidence/ 
comment 

Improve
ment 
Required 

Professional conduct: Preparation, 
motivation, commitment, manner with 
students 
 
 

   

Subject knowledge: Level of understanding 
was evidenced and contextualised with the 
students 
 
 

   

Technique: The ability to demonstrate the 
required elements  
 
 

   

Response and Understanding: The capacity to 
make sense of corrections and directives and 
apply these with accuracy to the students 

   

Overall progress in the session: 
The consistency and quality of development in 
view of the learning outcomes  

 

   

Health and safety 
Understanding of working correctly with a 
range of boundaries and student 
requirements within the Studio/ session 

   

Planning and structure and content of class 
Is there evidence of the students learning? 

Were students watching involved in the class? 

   

Quality of teaching 
 
 
 

   

Communication 

 

   

Use of the space, Resources 
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Overall reflection to be 

completed and 

discussed face to face 

with teacher. 

Supportive comment to evidence effective delivery or areas of 

improvement 

Observation outcome  

 

Please tick appropriately 

ON THE WHOLE EFFECTIVE REQUIRES IMPROVEMENT WITH AN 

ACTION PLAN 

  

General Comments/ 

Feedback 

 

 

 

Specific highlights and 

areas of good practice 

for commendation 

 

 

 

 

 

 

 

 

 

 

Agreed Action plan 

 

 

 

 

 

 

Monitoring date: 

 

Target completion date: 

 

•   

•   

•   

•   

•   

•   

•   

•   
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Tutor comments 

 

 

Observer’s signature ____________________________________           Date 

______________________ 

Teacher’s signature _____________________________________  Date 
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