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OBSERVATION OF TRAINING AND LEARNING for Internal Quality Assurance IQA
1.  The Purpose of Observation of Training and Learning
1.1
Long-term objective:
To continuously improve the effectiveness of training and learning in courses delivered by or on behalf of the CFPA-Europe
1.2
Medium/short-term objectives:
To enable the CFPA-Europe to assess the quality of training and learning provided.
To promote excellence by identifying and sharing good practice within and between existing Trainers and new Trainers.
To contribute to staff appraisal by identifying the training, support and resource needs of Trainers, particularly those new to the CFPA-Europe
To contribute to the accuracy of the CFPA-Europe self assessment of training and learning
To enhance the professional development of Trainers by promoting reflective practice.
2. The Observation Process

2.1
The Head of Centre is responsible for managing the observation process according to CFPA-Europe guidelines.

2.2
All Trainers will be observed regularly. At least every 5 years.  [This figure depends on the number of courses delivered and the number of trainers employed to deliver the courses.]
2.3
A Session Observation Record will be completed after every observation. This Session Observation Record will be kept by the CFPA-Europe and copied to the Trainer observed.  

2.4
Where the outcomes of the observation are judged less than satisfactory, the strengths and weaknesses of the training and learning observed may be discussed with third parties. The purpose of this discussion will be to agree a strategy for building on strengths and addressing weaknesses. The range of possible actions to be taken in this situation should be discussed with the Head of Centre.
2.5
Learning and training will be graded separately; feedback should be given to the Trainer as soon as possible after the observation, and in any event within five working days.

 2.6
If possible, observations should take a minimum of half a day. 

2.7
Trainers to be observed will be notified of the specific session and Observers should aim to minimise disruption to the session they are observing.

2.8
The grading scale used for learning and training will be a scale of 1 to 5.  1 being Outstanding and 5 being Poor.  Descriptors are included in an appendix at the end of this document; The observer must make it clear to the Trainer if they consider the quality of training and/or learning is less than satisfactory but remember to also indicate which areas of the training were considered good or outstanding.
2.9
There will be an action plan following every observation. Where a grade of 4 or below in either training or learning is awarded the Curriculum and Qualifications Manager must, as a matter of priority, agree with the Trainer a plan of action which will build on strengths, address weaknesses and include arrangements for monitoring progress – including arrangements for further observations where necessary.

2.10
Observers will include talking to learners as part of their observation without causing disruption to the learners. The purpose of this questioning is to assess the quality of learning from the learners' point of view.

3. Guidance on the conduct of observations

Minimise disruption to the session

3.1
At the start of the observation, ensure that you have copies of Trainers notes and handouts applicable to that session. 

3.2
Try to identify a suitable opportunity to talk to learners individually or in small groups.  

3.3
Question the Trainer about the group (if applicable). The key areas to focus on are :

a.
particular needs of individual learners

b
qualifications and other learning goals to be gained by the learners.

3.4
In order to judge it objectively observers should not participate in the learning in any way.

3.5
If possible, observe sessions from the start to see how latecomers are
dealt with and links are made to previous learning.

3.6
Observe some sessions towards the end to observe how sessions are concluded, learning points are summed up and learners are prepared for the next session.

3.7
Stay long enough in a session (at least half a day) to reach valid
judgements on the effectiveness of teaching and learning.

3.8
Provide feedback as soon as possible after the session and in all
cases within five working days. At the feedback session, a clear and concise action plan should be agreed with the Trainer.
          Observation Date………………………………
Name of Trainer observed………………………………  Observed by……………………………

          Group Observed……………………………….  Venue………………………………………………………..

Aide-Memoire for session observation -for observers' use only
	Criteria
	Comments

	LEARNING: How effective is the learning of all learners?
	

	Learners understand the purpose of the session and what they are expected to achieve


	

	The interests of learners are engaged and sustained and they participate well


	

	Learners build on and develop previous learning (if appropriate)


	

	Learners, as appropriate, demonstrate a capacity for working independently and collaboratively


	

	Learners respond to feedback from the Trainer which enables them to make progress;


	

	
	

	TRAINING: How well does teaching and training meet individual needs and course requirements or programme requirements?
	

	Planning And Preparation
	

	The session is well prepared and well structured and takes account of learners' needs;


	

	The Trainer has clear and appropriate aims and objectives which are explained to the learners;


	

	The session builds on previous learning (If applicable);


	

	Techniques And Approaches
	

	The Trainer demonstrates sound, up-to-date knowledge of the subject;


	

	The Trainer gives clear explanations and instructions and the session is appropriately paced;


	

	The activities used are appropriate and effective and challenge and inspire learners;


	

	The Trainer, as appropriate, makes good use of opportunities for independent and group learning;


	

	Attention To Individual Needs
	

	Learners experience a variety of teaching and learning strategies during the course;


	

	Equal opportunity issues are handled appropriately;


	

	The Trainer takes account of the ability range in the class and the work is sufficiently challenging for all learners;


	

	Learners, as appropriate, are encouraged to draw on their own experience;


	

	All learners are encouraged to participate/have the “wallflowers” been identified and included?
	

	Managing The Learning Process
	

	The session starts promptly; Latecomers are dealt with effectively;


	

	The Trainer promotes good working relationships that foster learning;


	

	(If applicable) Learners have a schedule with the key dates for assessments etc. so that they can be helped to plan their study;


	

	The Trainer uses accommodation, equipment and support staff to best effect and promotes safe working practices;


	

	Assessment And Feedback
	

	The Trainer checks regularly learners progress, corrects mistakes and gives prompt feedback to help them succeed;


	

	Feedback is given in a supportive way;


	

	
	


Post Observation Report and Action Plan

    Trainer observed………………………………  

Observation Date…………………...

    Observed by……………………………………



    Group Observed……………………………….       
             Venue…………………………………

     Grading: 1= Outstanding. 2= Good 3= Satisfactory 4= Unsatisfactory 5= Very Poor

	Area
	Grade
	Comments

	1. Effective learning
	
	

	2. Planning and Preparation
	
	

	3. Techniques And Approaches
	
	

	4. Attention To Individual Needs
	
	

	5. Managing The Learning Process
	
	

	6. Assessment and Feedback


	
	


    Agreed Action Plan

	Action
	By When
	Completed

	
	
	


	Trainer Comments



     Observer Signature:



Trainer Signature:



Date:

	Outstanding

(1)
	Training is at least good and much is outstanding, with the result that the learners are making exceptional progress. It is highly effective in inspiring learners and ensuring that they learn extremely well. Excellent subject knowledge is applied consistently to challenge and inspire learners. Resources, including new technology, make a marked contribution to the quality of learning. Trainers acutely aware of their learners’ capabilities and of their prior learning and understanding, and plan very effectively to build on these. Learners understand in detail how to improve their work and are consistently supported in doing so. Trainers systematically and effectively check learners’ understanding throughout lessons, anticipating where they may need to intervene and doing so with striking impact on the quality of learning. 

	Good 

(2)
	The training is consistently effective in ensuring that learners are motivated and engaged. The great majority of training is securing good progress and learning. Trainers generally have strong subject knowledge which enthuses and challenges most learners and contributes to their good progress. Good and imaginative use is made of resources, including new technology to enhance learning. Learners are provided with detailed feedback, both orally and through marking. They know how well they have done and can discuss what they need to do to sustain good progress. Trainers listen to, observe and question groups of learners during lessons in order to reshape tasks and explanations to improve learning.

	Satisfactory

(3)
	Training may be good in some respects and there are no endemic inadequacies. Learners show interest in their work and are making progress that is broadly in line with their capabilities. Trainers’ subject knowledge is secure. Adequate use is made of a range of resources, including new technology, to support learning. Training ensures that learners are generally engaged by their work and little time is wasted. Regular and accurate assessment informs planning, which generally meets the needs of all groups of learners. Learners are informed about their progress and how to improve through marking and dialogue. Trainers monitor learners’ work during sessions, pick up general misconceptions and adjust their plans accordingly to support learning.

	Unsatisfactory 

(4)
	· Expectations are inappropriate. Too many lessons are barely satisfactory or are inadequate and Training fails to promote the learners’ learning, progress or enjoyment. 

or 

· Assessment takes too little account of the learners’ prior learning or their understanding of tasks and is not used effectively to help them improve. 

	Very Poor

(5) 
	Training delivery takes no account of learner’s needs. The Trainer displays inappropriate behaviour or language.  Learners are not motivated to learn and are not receptive. Feedback from the trainer is minimal. Resources are extremely poor and/or of low quality.
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