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[bookmark: purpose]1. Purpose
This policy ensures a consistent, fair, and transparent approach to the observation of teaching, learning, and assessment (OTLA) across all programmes. Its aim is to: - Maintain and improve the quality of education and training. - Meet Ofsted Education Inspection Framework (EIF) expectations. - Provide staff with constructive feedback and professional development opportunities. - Safeguard the learner experience and drive continuous improvement.

[bookmark: scope]2. Scope
Applies to all employees, contractors, and volunteers involved in teaching, training, or assessment. Includes work-based learning, off-the-job training, classroom sessions, and remote delivery.

[bookmark: legislative-regulatory-framework]3. Legislative & Regulatory Framework
This policy aligns with: - Ofsted EIF 2025 and Further Education & Skills Inspection Handbook (2025) - Apprenticeship Funding Rules 2025/26 (OTJ evidence) - Awarding Organisation requirements - UK GDPR / Data Protection Act 2018 (secure storage of observation records)
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4. Observation Cycle & Planning
· All delivery staff will be observed within their first 3 months and at least once every 12 months thereafter.
· Observation schedule is managed by the Quality Team.
· Minimum 2 working days’ notice will be given for planned observations.
· Spot checks and learning walks may take place unannounced.
· Observations will last 40–60 minutes and follow Ofsted methodology where appropriate.

[bookmark: observation-criteria]5. Observation Criteria
Observers will evaluate: - Session planning, resources, and learning environment - Alignment with schemes of work and lesson plans - Health & Safety, Equality & Diversity, Prevent, and Functional Skills embedding - Differentiation and support for learners with additional needs - Stretch, challenge, and progress of learners - Learner engagement and behaviour - Accurate assessment practice and constructive feedback

[bookmark: grading-feedback]6. Grading & Feedback
· Observations graded using Ofsted 4-point scale: 1- Outstanding, 2- Good, 3- Requires Improvement, 4- Inadequate
· Written feedback provided within 24–72 hours, signed by observer and observee.
· Action plans created using SMART targets where grade is 3 or 4.
· Follow-up observation scheduled based on grade:
· 1 (Outstanding): 12–15 months
· 2 (Good): 9–12 months
· 3 (RI): within 6 months
· 4 (Inadequate): within 3 months

[bookmark: standardisation-quality-assurance]


7. Standardisation & Quality Assurance
· All new observers complete a paired observation before observing independently.
· Annual paired observations conducted to calibrate grading.
· Standardisation meetings held termly; minutes retained for audit.
· OTLA results feed into Quality Improvement Plan (QIP) and staff CPD planning.

[bookmark: learner-employer-voice]8. Learner & Employer Voice
· Learner feedback (surveys, focus groups) is triangulated with observation outcomes.
· Employer feedback is sought where training takes place in the workplace.
· Results inform curriculum design and teaching practice improvements.

[bookmark: data-protection-record-retention]9. Data Protection & Record Retention
· All observation records stored securely and retained for minimum 3 years.
· Access restricted to Quality Team, managers, and regulatory bodies as required.

[bookmark: dispute-resolution]10. Dispute Resolution
· Stage 1: Discuss grading with observer.
· Stage 2: Escalate to Quality Manager for review.
· Stage 3: If unresolved, a paired re-observation will be conducted. Outcome is final.

[bookmark: responsibilities]11. Responsibilities
Leaders & Managers: Approve policy, monitor completion rates, enforce sanctions for non-compliance, and perform spot checks.
Quality Manager: Maintain OTLA schedule, coordinate observers, ensure data protection compliance, analyse outcomes, and plan CPD.
Observers: Complete observations to schedule, provide timely feedback, attend standardisation meetings, and document outcomes.
Tutors/Assessors: Cooperate with observation process, act on feedback, and attend relevant training.

[bookmark: continuous-improvement]12. Continuous Improvement
Observation data is analysed annually to identify trends, strengths, and development needs. Findings inform: - Staff appraisal and CPD planning - Curriculum improvements - Quality Improvement Plan (QIP)

Responsible Person:
Quality Manager / Operations Manager
Tel: 01564 703900
Email: [Insert contact email]
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