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1. Introduction 
 

Lessons are observed at Halley for a variety of reasons.  Some lesson observations are 
part of the appraisal process, some are to enable the school to have an accurate picture 
for self-evaluation and school improvement strategies, some are purely developmental in 
order to enable the coaching of the member of staff and some are to ascertain the 
success or otherwise of implementing new policies and procedures.   A monitoring 
programme forms part of the School Improvement Plan at Halley every year and includes 
teaching and support staff.  It plans for observations relating to performance management 
and appraisal as well as those arranged by subject leaders and others as part of their 
action plans.  The plan incorporates other activities such as book looks and learning 
walks. 
It is an expectation at Halley that all staff ensure that their teaching or their support 
for learning is at least good and that they aim to develop outstanding practice.   
At Halley the culture of “Staff Learning” underpins our approach to observing and being 
observed – we all strive to improve our performance and to have support to do so from 
the colleagues we know and trust. 
 
 
2. Purposes of Lesson Observations 
 

• To raise standards of learning and teaching 

• To identify and disseminate good practice  

• To identify staff development needs 

• To contribute to CPD by providing a supportive opportunity for teachers to reflect on 
their own practice and effectiveness and to develop their own skills 

• To provide evidence for appraisal reviews and potential pay progression 
 
 
3. General Principles 

a)  There should be a consistent approach to lesson observations.  This approach is 
based on professionalism, integrity and courtesy. 
 

b)  Criteria against which judgements are made in a formal observation are holistic 
and  based on the current OFSTED framework taking the following into account: 

• a snapshot of teaching and learning during the time of the observation 

• the quality of pupils’ work in books, indicators of appropriate coverage and 
content, effective marking and to ensure that pupils are making good progress 

• pupils’ comments on their learning during the observation or subsequently 
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• pupil progress and attainment data which is analysed every term to ensure 
that pupils are making progress that is at least good.  The progress that 
children make will be shared in pupil progress meetings and used for appraisal 
purposes.  It will be detailed in the end of year appraisal statement 

 
c)  A member of staff being observed should expect to receive fair and evidence-

based feedback that is objective and relates to specific criteria according to their 
role (eg, NQT, UPS, TLR, support staff). 

 
d)  Teachers holding middle and senior leadership posts are expected to carry out 

lesson observations which relate to their area of responsibility and remit. 
 

e)  Appraisers should be appropriately trained in appraisal procedures and practice.  
Training needs will be determined according to previous experience.  Decisions 
about whether targets are met or not met will be made by the appraiser at the end 
of each cycle and shared with the Headteacher who will then make final decisions 
re recommendations for pay progression to the Governing Body, in accordance 
with the School’s Pay Policy. 

 
f)  Appraisers should ensure they are well prepared with the skills and knowledge 

necessary to make an informed and objective, evidence-based judgement about 
the work of a colleague and the impact their work has on pupil progress. 

 
g)  Appraisers should at all times respect the confidentiality of the information gained 

through the appraisal and observation process. 
 

h)  Observation should facilitate a supportive dialogue between colleagues to raise 
standards of teaching and learning, therefore 

• formal lesson observations are arranged at least five working days in advance 
except in exceptional circumstances 

• the focus of the observation is usually negotiated with the member of staff who 
is to be observed and the professional dialogue that follows centres on the 
agreed focus 

• the member of staff receives verbal feedback within 24 hours of the observed 
lesson, and written feedback within three days 

• except in the case of trainee teachers and NQTs, no more than 3 hours of 
formal observation per member of staff  per year will be required unless there 
is a need for an agreed plan for additional support or additional support is 
required under the Capability Procedure 

 
4. Categories of Observation 
 

There are two types of observation:  
 

   Formal 
     i.e. those for Appraisal purposes and pay-progression decisions, NQT and trainee /   
    GTP assessment, and competence procedures or similar.  
    These observations: 

• may influence career progression (for example in the case of NQT observations) 

• require a summative judgment to be reported to the Headteacher  which relates to 
the current OFSTED framework 
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• form part of the Appraisal evidence base which will be used to inform pay   
        progression decisions 

• enable senior leaders to build a teaching profile of the school 
 
     
    Informal 
    i.e. those for the individual’s professional development and those forming part of the    
    internal monitoring system by curriculum and other leaders. 
    They are concerned with the evaluation of teaching and learning within the school,   
    particularly by middle leaders who should build a profile of their areas of responsibility.            
    In order to support the professional development of both parties a judgement about the  
    quality of teaching and learning observed may be made if appropriate. 
    Peer observations and drop-in observations are also considered to be informal. 
    To support their own CPD staff are encouraged to arrange mutually agreed    
    observation of colleagues’ classrooms, to undertake paired planning and teaching   
    sessions  (particularly to gain experience of a different phase) and to take part in  
    mentoring and coaching.  This type of monitoring may also include activities such as   
    book looks, learning walks, conversations with pupils and analysis of pupil progress  
    data. 
   
 
5. Formal Observations 

• Carried out by the Senior Leadership Team,  those with responsibility for leading 
Appraisal and/or by Local Authority staff or external consultants 

 

• A focus for the observation should be agreed in advance 
 

• The teacher may choose to provide a lesson or weekly plan including information on 
the deployment and roles of additional adults and relevant progress/attainment 
information, however this is not a requirement 

 

• The appraiser must arrive at the lesson at the agreed time and on time 
 

• The observation should last for a minimum of 30 minutes and a maximum of one hour 
 

• A lesson observation record sheet should be used to record all formal observations.  
Strengths and areas for development must be clearly identified 

 

• A copy of the lesson observation record sheet should be kept by the appraiser and a 
copy given to the observee and to the Headteacher 

 

• Judgements and gradings made during a formal observation will relate to the current 
OFSTED framework and will only be reported to the Headteacher 

 
 
6. Informal Observations 

• Informal observations can be agreed between the observer and the member of staff. 
However, unscheduled drop-in observations happen daily and form part of the 
expectations of members of the senior leadership team to support staff and whole 
school development 
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• No grading will be made following an informal observation, unless specifically 
requested.   Feedback is usually verbal and informal.  However if significant concerns 
are identified they will be followed up and a formal observation is likely to be arranged 

 

• Evidence obtained through an informal observation will not provide evidence for 
judgements that inform Appraisal, NQT assessment or competence procedures 
 
 

7. Unsatisfactory Lessons 
 

Where there are significant concerns in a number of areas in the monitoring of teaching 
and learning, the following steps will be taken: 
 

1. The observer will give precise feedback, both verbally and in writing, focused on 
improving weaknesses. The teacher with receive a copy of the feedback. 
 

2. The observer will inform the Headteacher as soon as possible that an 
unsatisfactory lesson has been observed. 
 

3. The Headteacher/member of SLT and/or Appraiser will meet with the teacher to 
discuss the ways in which support can be given. 

 

4. A support plan will be provided to ensure that clear objectives are set and 
monitored in an agreed time frame.  These objectives will usually be additional to 
those set for the current Appraisal cycle and may include developmental 
observations which focus on coaching rather than monitoring, opportunities to 
observe good teaching, shared planning/marking.  It may also include regular 
scrutiny of planning and books.  The Headteacher/SLT member and/or Appraiser 
will continue to monitor the support plan until the staff member completes the 
process.  This should last no longer than six weeks. 

 

5. The teacher will be assessed once more by their Appraiser and/or the Headteacher 
or another SLT member through further lesson observation or work scrutiny and 
written feedback will be given.  If the targets are met and sustained over a further 
period of one month, then there will be no need for further action. 
 

 

6. If no improvement is shown, the Headteacher will decide what further action is 
necessary.  This may be the need to initiate capability procedures. 

 
 
 
 
 
Glossary: 

• Performance Management is an umbrella term which encompasses the many elements of managing staff 

performance eg, from the creation of a job description to induction to appraisal   
• Appraisal underpins pay progression decisions (for teachers) and is the formally recorded assessment of an 

employee’s performance, potential and development needs against agreed objectives  


