Faculty of Science Teaching Observation Process for Observers
The purpose of the Teaching Observation Scheme is to enable academic staff to gain feedback from a trained and experienced observer as part of a process of reflection on teaching performance.  Teaching observation is intended as developmental process, for both observer and observee, and takes places within a supportive and confidential environment.
Teaching observation outcomes inform the content of LTA development events that have >90% positive feedback and demonstrable impact. Issues with sessions beyond the control of the observee are annually returned to Estates, AV support, timetabling and IT support.
Observers will observe one member of academic staff every 2 years.  The intention is that staff act as an observer one year and are then observed themselves in the following year. The Associate Dean Education (ADE) will advise observers of their observees in early Semester 1, after pairs have been selected by the School Director, or their nominee. 
Pre-observation meeting
· You should contact your identified observee from the list circulated at the start of each academic year: Forward the Faculty Teaching Observation Form (Form A) to the observee and agree a suitable teaching session to observe.
· You should observe a session where the observee is engaged with the class throughout the entire session e.g. lecture, workshop.
· Arrange a pre-observation meeting: 
· To discuss the intended outcomes of the observed session.
· To agree a focus of the observation.
· To review associated resources or strategies, where relevant.
· To clarify the observation criteria with the observee.
· To agree a time, date, venue for post-observation meeting.
Observation
· Observe in the context of the Faculty’s DISCO criteria, summarised on Form A.
Post-observation meeting
· Arranged by the observer and normally within 2 weeks of the observation.
· Discuss the observee’s written reflections on the session, recorded on Part 2 of the Faculty Observation Form, Form A.
· Before, during, or after the meeting:
· Consider the observee’s reflections and write down your response and observations of the session on Form A. 
· Complete the Observation Summary Form (Form B): 
· Note any issues that adversely affected the session that were outside the control of the observee.
· Note any good practice for wider dissemination.
Reporting
· Completed Form A is agreed and the observer provides a final copy for the observee.  It remains confidential between the two parties.
· [bookmark: _GoBack]Form B is emailed to the Associate Dean (Education), Phil Denton. P.denton@ljmu.ac.uk before the deadline (Friday after the final teaching week in Semester 2)
Please note that form B should be returned in MS Word electronic format so that comments can be readily incorporated within the annual report.
Time Allowance
On the CATAC model, teaching observers are accorded two hours for observation activities; one hour for the observation itself and one hour for pre/post-observation activities. 

Observees are allocated one hour for pre/post-observation activities (in addition to the normal module allowance for the session observed).

Staff cooperation
It is expected that staff will discharge their duties in the manner described. Observers should advise the ADE if there are genuine reasons why the observation cannot occur e.g. staff illness. If possible, observations will then be re-allocated. After initially notifying staff of their observation partners, the ADE will send out a minimum of two reminders to observers where Form B has yet to be submitted:
· January: To invite observers to provide the date that they have arranged for the observation via an online survey. This online survey has an initial deadline of 1 week but remains open for the whole of Semester 2. 
· April: To invite observers to submit Form B before the deadline (the Friday after the last week of UG teaching).

In the event of non-cooperation, Subject Leaders (cc Directors) will be notified. Specifically;

a)	Observers that have not submitted observation Form B, not completed the online form by the deadline, or not advised the ADE about their observation status by some other means:  The ADE will contact Subject Leaders and Directors after the initial survey deadline and each subsequent fortnight after that. Where possible, notifications to Subject Leaders will be timed to align with FMT meetings so that timely reports can be provided.

b)	Observees that fail to respond appropriately to two emails and a conversation with the observer: The observer should send a final email to the observee and it must contain the following passage.

	Standard Faculty Message: In accord with the Faculty process for Teaching Observation, available via the link below, please reply within one week to provide possible dates and times for the teaching observation. After this time, I am required to pass on your name to your Subject Leader and School Director if no appropriate response has been received.

	http://wowie.ljmu.ac.uk/FacultyLTA/Teachingobservationscheme/TOhome.htm
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