[image: Nottingham Trent University logo]   
[Type text]	[Type text]	[Type text]

	
	





3. [bookmark: _Toc240538841]Appendix 1: Formal Teaching Observation Process
This appendix sets out the biennial requirement of a formal teaching observation to ensure quality assurance and identification of development opportunities. Whilst teaching observations are part of a formal process, they are still intended to be supportive and developmental. A supplement providing guidance on Collaborative Peer observations will follow later in 2026/27.
Responsibilities
Observees are responsible for:
· Participating in the observation process and identifying suitable development opportunities with their line manager.
· Engaging with the pre- and post-observation process.
· Sharing their session plan, any supporting materials, and providing access to the NOW learning room prior to the observation. 
· Undertaking any development, or sharing of good practice, as determined with the observer in conjunction with their line manager.
· Discussing the outcomes as part of the appraisal process, alongside other evidence of teaching practice/quality.
Observers are responsible for:
· Scheduling and undertaking teaching observations.
· Recording that these observations have taken place.
· Liaising with observers and ensuring that outcomes and development needs are identified and recorded. 
· Agreeing with the individual any support or development needs that arise.
· Ensuring that promotion of good practice, as appropriate.
· Supporting developmental needs, as identified.  
The process
1. Annually, line managers identify staff to participate in teaching observations, ensuring all staff are observed in line with the Teaching Observation requirements (section 5).  This information must be collated by the Learning and Teaching Manager, or similar role, and submitted to SASQC.
2. Observers ensure that they have attended a teaching observation development session.
3. Pre-observation meeting is held prior to the identified observation session.
4. Observation conducted.
5. Post-observation meeting (with observer feedback to the line manager, where appropriate, if not the observer).
6. Annually, SASQC receives and considers an overview of key teaching strengths and developmental needs.
The Teaching Observation comprises four steps, all of which must be completed to meet the biennial requirement. 


Step One: Pre Observation – form to be completed by the observer following a conversation with the observee.
	Observer
	

	Observee
	

	School/Department
	

	Date and time of observation (if asynchronous, record the date and time of delivery)
	

	Type of session observed e.g. Lecture, workshop, labs and mode of delivery (online or face to face)
	

	Module code
	

	Date and time of post-observation meeting
	

	Agreed area of focus e.g. informed by strategic priorities and student characteristics (i.e. Success for All beneficiary groups)
	






Step Two: Teaching Observation 
Narrative (in session) - Notes to aid completion of Step Three. 
	


















































Step Three: Post session to inform professional conversation. 
Session and resource design e.g. creates an intellectually challenging and stimulating learning environment, adopts a scholarly approach to the subject, provides opportunities for students to actively engage in the session.
	



Student engagement e.g. empathetic with students, engages and encourages, guides their learning, developing student confidence
	



Communication e.g. is an engaging presenter, is enthusiastic about the subject and what is taught, can translate complex and difficult concepts to students
	



Learning environment e.g. effective NOW learning room and use of appropriate learning technologies. 
	



Feedback on agreed areas of focus/priorities
	











Part Four: Summary of professional conversation. 
Summary of strengths
	



Areas for development
	



Development goal to be included in appraisal Y/N – state goal below.
	



Conclusions
	Observer comments including any further action needed on, and outcomes of the observation.

Signed (Observer)
Date

	Observee comments

Signed (Observee)
Date
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