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Observation of Teachers* at Work – The Academy Policy 
 

*Teacher can be defined as an adult leading or supporting Teaching and 
Learning in a classroom, group or 1:1 setting. This may include a Teacher (QTS), 
Cover Supervisor or Teaching Assistant 
 
Observation of teachers undertaking their duties is part of the normal work of the 
Academy.  It takes place in all academies and for all year/age groups, and in all the 
non-teaching activities that form part of the teacher’s job.   
 
Classroom observation will contribute to the improvement of teaching and learning and 
hence directly to raised levels of student attainment by: 
 

 Enabling teachers to improve their teaching 

 Identifying and sharing good practice. 

 Monitoring the implementation and effectiveness of Academy policies, 
curriculum area policies and schemes of work within the classroom. 

 Ensuring that the quality of teaching and learning within the Academy to be 
evaluated. 

 Identifying and prioritising areas for further development at Academy, curriculum 
area or individual teacher level. 

 
Observation of other areas of teachers’ work, such as assemblies, meetings with 
parents and chairing of meetings will contribute indirectly to raising levels of student 
attainment in a similar way. 
 
All teachers are expected to participate in observations both by being observed and 
observing others.  They are expected to adhere to the Academy Code of Conduct when 
involved in observations.  External visitors are expected to do the same where 
applicable. 
 
The Academy will support the observation of teachers and allocate resources as the 
Academy budget permits. 
 
Observation Procedures 
 
Responsibility for Classroom Observations 
 
Overall responsibility for classroom observation rests with the Headteacher in each 
academy.  However in practice different members of the senior team will take the lead 
in ensuring that lessons, assemblies and PSHE sessions are regularly observed.   
 

Staff with TLR responsibilities 
 
Staff holding responsibility in curriculum/phase areas, Managers or Leadership Links, 
should observe each member of staff at least once during the academic year. Within 
the Trust there is no upper limit on the number of observations which may take place.  
Staff with TLR responsibilities should use evidence from their observations in 
completing their evaluation documentation, writing their development plans, meeting 
their staff development responsibilities and fulfilling their Appraisal obligations. 
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Staff with TLR responsibilities should ensure that (subject to financial and staffing 
constraints) members of the teaching staff have the opportunity to observe each other 
for staff development purposes.  These observations should be part of the 
departmental development plan, although some of the observations may be cross-
curricular/cross phase. 
 
Performance Management Team Leaders 
 
Appraisal within the Trust is normally carried out by staff who hold a TLR or Leadership 
Team member.   
 
The Leadership Team 
 
Members of the leadership team are routinely expected to observe lessons ranging 
across curriculum/phase areas and year groups. Observations of whole lessons can 
meet the requirements of appraisal.  Routine observation may be supplemented by 
focused observation in support of the Academy Development plan, or in response to 
current issues.   
 
Members of the leadership team are expected to observe assemblies, and to arrange 
that they periodically receive feedback on their own assemblies from another senior 
member of staff. 
 
Within the Secondary Academy Heads of Key Stage (HoKS) should observe the use of 
tutor time and the delivery of the PSHE programme.  The appropriateness and 
effectiveness of outside speakers should also be monitored.  
 
Observations of Newly Qualified Teachers 
 
Senior staff in each academy have responsibility for arranging the observation of newly 
qualified teachers, and will also provide observation opportunities for these colleagues, 
and those in their early years of teaching.  They are also responsible for students, 
teachers/interns on teaching practice or involved in teaching observation, and for 
making provision for members of the public who are contemplating a career in teaching 
and wish to see lessons taking place. 
 
The senior staff will encourage the dissemination of good practice between curriculum 
areas/key stages, and where appropriate will authorise visits to other institutions. 
 
Responsibility for other observation 
 
Some teachers have significant responsibilities outside the classroom such as 
management or leadership of staff or liaison with parents and external agencies.  
Monitoring of the quality of this work and the provision of feedback for staff 
development purposes will in some cases be best achieved by observation.  Line 
Managers and Appraisal Team Leaders are responsible for this.  
 
Observation Criteria and Feedback 
 
For formal lesson observations either the observer will complete the standard 
observation form, or, where there are specific criteria against which a lesson is to be 
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judged these should be clearly understood by the teacher and the observer 
beforehand. 
 
Feedback should normally be given within 24 hours of an observation, and should be 
assigned a high priority.  There should be an opportunity for both parties to comment 
on their perceptions of the lesson.  Targets for development should be restricted to a 
manageable number.  Attention should be paid to any professional development needs 
that are required and how these needs are to be addressed. 
 
The standard observation form should be used when a whole lesson has been 
observed, or when at least half of a whole lesson has been formally observed. 
 
Where part of a lesson has been watched, probably on a less formal basis, the 
observer should complete a feedback memo as a matter of professional courtesy. 
 
Follow up 
 
After an observation the observer should follow the guidance laid down within each 
academy. Observers must ensure that observation information is confidential and is 
only shared with the teacher being observed and line managers as required. This may 
include uploading the information onto the academy data base. 
 
Disputes 
 
If a teacher disagrees with an observation report and is unable to resolve this further 
with the observer then a more senior member of staff within the line management 
structure to which the teacher belongs should be involved. 
 
Code of Conduct for Classroom Observations 
 
This code of conduct should be followed by all staff who are observing teaching and 
learning in the classroom, whether for a full lesson or for part of a lesson.  It is not 
intended to cover the day to day visits to classrooms conducted by the leadership 
team, curriculum and department heads, as part of their monitoring of Academy 
activities, or the passing visits of senior staff. 
 
Being observed can be stressful for some teachers even when they understand and 
subscribe to the philosophy of classroom observation and recognise that the observer 
will predominantly offer praise and support.  Very experienced teachers who are not 
used to being observed may be particularly nervous. 
 

 You should agree beforehand the time of the observation and its purpose. 
 

 Normally an observation should be for a full lesson, or at minimum, at least half 
of lesson, unless you have agreed to look at a specific aspect such as the start 
or finish. 

 

 The arrival or departure of the observer should ideally not disturb the lesson.   
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 You should agree beforehand the extent to which you will discuss work with 
children and young people, look at their books or participate in other ways in the 
lesson. 

 

 You should agree a time and place for feedback to be made before the 
observation.  The feedback should normally take place within 24 hours, but 
unless both parties agree should not be at the end of the lesson.  It is more 
useful to allow time for reflection.  Ten to fifteen minutes should be sufficient for 
most feedback meetings. 

 

 You should take notes that are sufficiently detailed to support your conclusions.  
It is helpful if specific examples can be quoted in order to focus subsequent 
discussion. 

 

 Where the observation is for the full lesson and unless another form is 
applicable (for example for an intern) you should use the Classroom Observation 
Form  available in each academy 

 

 A copy of the completed observation form should be provided for the teacher.  
Copies may also be given to the line manager and Appraisal Team Leader, and 
for Teachers (QTS).  All unnecessary paperwork should be destroyed.   
 

 

 In addition for Teachers (QTS), the basic details and any lesson grades may be 
submitted to Blue Sky (King Alfred’s) or to the individual academy data base. 

 

 The lesson should not be discussed with other colleagues (for example to 
disseminate good practice) without first obtaining the teacher’s agreement.  This 
can most conveniently be done as part of the feedback discussions. 

 

 The observer should not interfere with the way the class is being taught unless 
there are serious health and safety concerns and failure to do so would be 
compromising.  If in doubt the observer should leave the lesson and seek 
advice. 

 

 Observers should never be drawn into a position in which they appear to be 
colluding with the children or young people against the teacher, undermining the 
teacher’s authority or bringing their subject knowledge into question. 

 
Professional Conduct 
 
All teachers are reminded that it is unprofessional to make a written or verbal report 
about the work of another colleague without first notifying the colleague concerned. 
 
Acceptable numbers of observations 
 
Observation within the Academy Trust is intended to benefit both children and young 
people and teachers by sharing good practice and targeting support where it is needed.  
It should not be inspectorial or overbearing. 
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Any member of staff who feels that they are being subjected to an unacceptable level 
of observation should discuss this with their line manager immediately, and if it is not 
possible to resolve the issue should then refer the matter to the appropriate member of 
the Leadership Team. 
 


