Guidelines on Teaching Observation
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1.
The observer and observed lecturer should agree beforehand on the date and time of the session to be observed. The observed lecturer should pass on to the observer relevant background information about the topic to be covered, the students and the format of the session.  He/she should also indicate whether feedback on any particular aspect of the session (for example, the effectiveness of the handouts or of a PowerPoint presentation) is required.

2.
The lecturer being observed should signal the observer's presence to the students, and explain that the teaching process, rather than the students, is being evaluated.  If it is a very small group, the students' permission should be asked beforehand.
3.
During the observation, the observer should remain silent, and not participate in the session.  They should not, for example, ask or answer questions.  
4.
Time should be made for a discussion soon after the observation.

5.
It is good practice for the observed lecturer to give their comments first.  One way to begin is for the observer to start the discussion by asking “How do you think that went?”  

6.
When the observed lecturer has made their points, the observer should give feedback on what went well.  It is a well-established principle that all feedback (to students or colleagues) should begin with positive comments.

7.
If the observer thought there were aspects of the session which did not contribute effectively to the students' learning, it is generally considered best to raise these via questions,  for example, “why do you think no one answered your question about X?”, or “what effect did you think the room layout had on students' participation?”.

8.
It is better to place the emphasis on discussion rather than judgement, and to raise a limited number of issues of concern.  If the observer has strong doubts about the effectiveness of the teaching, it is best to express this (a) in terms of concrete examples and (b) with concrete suggestions for change.  For example, I thought the two students sitting beside me got lost in the third section of the lecture: they stopped taking notes and started doodling.  I wondered if at the end of the second section, it would have been helpful to ask the students to spend a couple of minutes in pairs reading through their notes, and preparing questions to ask, so you could then have taken one or two questions from the floor at that point, before continuing.”  The observer should identify no more than three of four aspects like this (regardless of how many concerns they may have), and should select the ones for discussion which they believe are having most impact on student learning, and which it is within the lecturer's power to change.

9.
At the end of the discussion, the observer can give the observed lecturer any notes from the session they made in addition to the completed observation form, or else destroy them.  However, if both participants think it would be useful, the observer can prepare a revised copy of the notes, and these notes can be appended to the form prior to submission. 
10.
Both participants should sign the observation form after the observer has completed it and the observed lecturer should retain it for submission at the end of the academic year. If this is his/her first observation of the year, an electronic copy should be sent to the second non-participant observer (i.e. either the A.D.S. observer or the nominated departmental observer) so that they are aware of any issues raised.



