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Introduction

The observation of teaching and learning (OTL) is the core 
of our overall Teaching and Learning strategy because 
it permits all to share and promote high standards of 
teaching and learning. Effective teaching and learning 
is not only about learners passing examinations but also 
embraces the development of key skills and appropriate 
employability skills so that all our learners are well 
equipped for future study and employment.  

Our goal is to ensure that each individual achieves his 
or her full potential and becomes, as far as possible, 
an independent learner. Ideally all lessons should be 
above satisfactory and it is here that lesson observation 
can assist to help interpret and apply Ofsted  criteria for 
‘good or better’ lessons. The approach is to develop a 
professional dialogue and to focus on improvements  
in relation to teaching strategies, learning strategies, 
resources etc that would enhance teaching and learning.  

Good practice will be celebrated and ultimately all good 
practice will be shared and disseminated to create a team 
database of effective teaching and learning strategies.
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The Lesson Plan is for the planning of individual lessons. 
When being observed it is essential that a lecturer should 
have a LP for that session, the previous and the next 
LP. All of this information should be kept in the teaching 
folder. What you state the student will be able to do / learn 
by the end of the session is what you will be observed by 
(or a particular area of focus). 

PART 1 (a): Lesson Plan (LP)
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The SOW covers an entire module or unit for the term, 
semester or year. Much of the information in the first 
page will come from the awarding bodies’ handbooks 
such as the module summary or learning outcomes. The 
week by week pages are very important. There should 
be a flow from beginning to end mapping how students 
progress. This document should be reviewed regularly. 

PART 1 (b): Scheme of Work (SOW)
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IVproject is designed to verify that projects given to 
the students are appropriate for their level, cover all 
assessment criteria and all of the relevant material to 
help the student with the project. When staff are verifying 
project briefs they are giving them the green light to 
be published for students. For this reason they have a 
responsibility to correct errors and make suggestions.

PART 2 (a): IVproject
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PART 2 (b): IVgrading

IVgrading should be used to verify the level of grades 
being given to a group. When sampling a cohort of 
students, staff should IV 20% of the group and from this 
they should select a range of grades from top, middle 
and bottom. If there are huge discrepancies in the grades 
given by the assessor and the Internal Verifier then the 
Course Director must also IV (or the Head of School).
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The main OTL form comprises three pages. The first 
page collects all the information about the lesson and 
its contents. The overall judgement of the lesson is 
made on this page: Outstanding, Good, Satisfactory 
or Unsatisfactory. These judgements are made on the 
objectives set in the lesson plan in relation to the SOW. If 
documentation is missing this will affect the judgement. 

On the second and third pages of the OTL form there is 
room for detailed description of what happened during 
the session and what further actions are required. 

The final page records how best practice should be 
disseminated and how actions will be completed. If an OTL 
grade is Unsatisfactory (or even Satisfactory), actions to 
improve this position should be recorded here.

PART 3 (a): Observation of Teaching and Learning (OTL)
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PART 3 (b): OTL self-evaluation

The self-evaluation OTL form is for the observee to fill in 
and will help form part of the meeting when the observer 
feedbacks to the observee. (See the OTL process cycle 
chart overleaf.) 

It should also be noted that this form is a good guide for 
staff to consult before planning another lesson. 
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The OTL Process
(at least twice an academic year)

1
FE Forum sets OTL dates

2
Observers arrange date and informal meeting

3
Observation of Teaching and Learning

4
Feedback and self-evaluation meeting

5
Targets set and OTL signed

6
OTL archived for next round and:

Copies to: Lecturer > Observer > Course 
Director > Head of School > FE Forum > 

Associate Dean (Student Experience)
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This tick box found on the OTL form (see page 6) is an 
indication of what documentation should be found in 
the teaching folder. The teaching folder should be well 
organised as the observer will study this while the lesson 
is taking place. Use dividers to separate the different 
sections to make it clear for an observer.

This folder should not be compiled just before a lesson 
observation but should be an ongoing portfolio containing 
the teacher’s design of the learning process on any 
particular FE programme of study. Freshly printed material 
suggests that the folder is rarely used and thus signifies 
that evaluation of teaching and learning is not happening 
on a regular basis.

The Scheme of Work is very important. It charts what 
the student will do to achieve the learning outcomes 
over a period of time. The pace of this SOW may require 
changing as a group progresses. Active review signals to 
the observer that the teacher is planning effectively.

The folder should not be viewed as a paperwork exercise 
but an opportunity to capture the learning process for 
review and future use. Once a teaching folder has gone 
through one cycle it should become full of notes and 
resources that continually improve both the learner and  
teacher experience. 

Once the folder has been established it can act as a guide 
for other teachers should cover be required. But it will 
also allow the tutor to experiment with ‘styles’ of teaching 
and learning, take risks and review new opportunities. 
The folder also acts as an exemplar of excellence when 
sharing material with colleagues and external bodies.

The Teaching Folder
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