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Guidelines for completion of KS4 County Wide QA Monitoring Visit - 

Conducting the observation/interview (Documents 2 and 3)

1. To make the most of your observation ensure that tutor and students know in advance when you will be observing, the purpose of the observation and any documents etc. you would like to look at during your visit. Ensure that tutor and learner have sight of the forms that you will be completing. 

2. Ideally you will have some knowledge of the student before the interview, as the pilot phase suggested that the process was more productive when observers knew the learner and had already a relationship of trust and mutual respect. If this is not the case, gather as much information as you can about the student prior to the visit and, if you can, try to meet the learner informally prior to the observation and interview. 

3. Think about the timing of the visit and observation. This needs to capture a representative sample of the provision for the learner but occur at a time when it is possible to remedy any issues that arise. 

4. Undertake the observation before your conduct the interview. The observation which provide you with specific information on which you will want your learner to comment. 

5. When conducting the interview: 

a) Put the learner at his/her ease before you begin: e.g. the interview might be undertaken away from the 'classroom', perhaps over a shared cup of tea/coffee etc. 
b) Ensure that the learner does understand the purpose of the interview (and observation).
c) Focus the discussion on specific examples of work/the learner’s portfolio/things you observed during the session.  E.g.  In the group activity, I noticed that you made one contribution? I thought it was a really helpful one. However in 10 minutes although I thought you were listening to what others were saying, you keep quiet.  Is that typical of how you work in groups?  Are there any times when you work differently in groups? What was missing today? What could have happened to increase your contribution?
d) It may not be appropriate to ask the questions on the form directly: many learners will not be able to respond to the questions in their present form; they will need to be transformed into terms which are meaningful to them
e) Structure the interview in a way that you feel will be most productive: i.e. you do not need to follow the sequence of questions. For example, you might like to begin with what the student feels most proud about in terms of his/her achievements in the course, before you explore aspects that (s)he may have found more negative or problematic. 
f) Be open about the notes you are taking, checking out with the learner how you are recording their experiences and perceptions: e.g. ‘I’ve put …… Are you happy with that? Is that what you meant? Let them read the form when it is completed. 
g) Think critically about the feedback from the learner and test it against what has happened during the observation and the evidence of the learner’s work. If there is an apparent contradiction, test this with the learner. 

6. When observing the learner:

a) Look also for evidence of the learner engaged in the process of the learning: i.e.

· The learner communicating their learning in their own way through writing, speaking, drawing or actions
· The learner trying to make sense of new ideas, skill and knowledge by: asking relevant questions; speculating and then testing out ideas; correcting, refining, developing or adding to initial thoughts sometimes by reasoning and justification; sorting ideas, categorising and ordering them.
· The learner applying successfully what they have learnt to new situations or contexts
· The learner making judgments about what (s)he has learnt and being able to explain why. 
 
b) Following the observation of the learner, try to discuss the observation with the targeted learner as soon as possible. Focus the discussion on specific things that were said and done in the lesson, by describing them back to the learner and asking them to comment. This will help you help you avoid asking leading questions. 

c) Remember that you are there to observe the learner and not the tutor. 


7. At the end of the session, judge whether there are any issues that can be resolved simply by raising them with the tutor. If the emerging issues are more complex you will probably wish to raise them with your line manager to identify a way forward. Any action taken and recommended action should be recorded in the appropriate section on form 2a. 

Completing the pro forma. 

1. Document 3: Learner Voice (including feedback and portfolio)

a) Question 2: How well does the learner think (s)he is learning? 
Many students will find this answer easier to address in relation to their portfolio or specific examples of their work.  Using questions based on the notion of 'change' could aid this discussion (See below).
The word 'learning' in this question should be interpreted as more than just academic learning, related to the content of the course.  Whilst it is important to capture their comments in relation to their academic progress, this box should also be used to capture their comments in relation to their personal and social learning (development). How have they changed as individuals? How has the course helped them achieve this? Are there things that have happened on the course that have aided this development? Are there things that have impeded it? 
b) Question 5: Is the student able to use the tutor feedback to understand and support his/her progress? Question 6. Has the student been able to action feedback? (Give an example) 
These two questions might be more productively undertaken together in relation to a specific piece of work, pieces of work or examples from the lesson observation. E.g. if focussing on a specific piece of work, you might ask them to explain what they think the tutor means by their feedback? Do they understand what the tutor has written? Can they show examples of where they have put that feedback into practice and this has resulted in better quality work?
Recording answers to these questions could also be informed by observing how the learner responds to verbal feedback during a session. When the learner received feedback on what (s)he was doing, did (s)he successfully put advice/suggestions into practice? 
c) Question 9: How does the learner rate his progress on the programme? 
You may find it useful in relation to this question to ask them to give a numerical score out of 10.  Follow up questions might then helpfully follow the pattern of, "Why an 8 and not a 10?"  "What would need to happen for you to rate your progress as 10? " etc.  In capturing their response record the number and their reasons for choosing that number. 

2. Document 2: Observation of single learner


a) Example of a completed question 6: 

	Learning and Engagement
	Yes/No/Mostly/
Sometimes/Rarely
	Notes and Examples

	Did the student understand the purpose of the session?
	Yes
	Was able to explain to me what she was supposed to learn and what she did in fact learn. 

	Did the student follow instructions?
	Sometimes
	When supported 1:1 yes, but has difficulty with whole class instructions. 

	Did the student settle to the task immediately?
	Yes
	

	Did the learner show enthusiasm and interest?
	Sometime
	Clear difference between approach to practical and theory work. Less active during theory part of lesson. 

	Did the learner make progress?
	Yes
	Able to apply colourants successfully, but couldn’t always explain the theory behind the procedure. 

	Were there any barriers to the student’s  learning?
	Yes
	Struggled with names for chemicals and note –taking. 

	Did the student work safely?
	Yes
	E.g Wore latex gloves when handling chemicals

	Did they work well with others?
	Yes
	E.g. Reminded partner about precautions needed in applying colourants

	Did they behave appropriately?
	Yes
	Respectful to teacher and peers

	Did the student promptly return from breaks?
	Yes
	First back



When reflecting upon whether or not learners have made progress, consider the following:

· Change: has some change been achieved during the session:
· Does the learner need less support than (s)he did at the beginning of the session?
· Can the learner apply his/her learning to a new situation/problem?
· Is the learner making fewer mistakes, performing a task more accurately, and/or able to self-correct as a result of the support that (s)he has received? 
· Is the learner undertaking more complex tasks at the end of the session than those (s)he undertook at the beginning? 
· Does the learn know something and understand something that is new: i.e. something that he didn't know or understand at the beginning of the lesson? 
· Is (s)he able to communicate this to you in his/her own way (speak, write, draw, act out etc.) 

· Challenge: is the work of an appropriate level?
· Was there evidence of 'struggle'? Did (s)he get it first time, or did (s)he have to work at it? 
· Did (s)he meet the challenge? Did (s)he get there in the end?
· Did the support (s)he received help her?

· Support:
· Did the learner access support when (s)he needed it? Why? Why not?
How did the learner respond to support? Did his/her learning move on as a result? 

b) Use question 6 to expand on any factors in the lesson that contributed or inhibited progress.  This might include any of the following: 

· The way the session is structured: the average concentration span is 15 minutes; many learners, particularly vulnerable learners have a shorter concentration span. They find activities helpful which are broken up into small steps and varied in nature (i.e. so that they are not doing the same thing for long periods of time.)

· Learners can see the purpose of the tasks that they are being undertaken. Can they relate those tasks to the big picture of the course: i.e. can they see how it will help them reach their target? Can they see the relevance to their lives in the outside world? Is this made explicit during the session? 

· Learners have some choice in what they do. Learners are more likely to be engaged if they can use their preferred learning styles: i.e. some learners prefer to learn through reading and writing, some through talking and listening; others through doing. Working for prolonged period in styles that they do not prefer can lead to disengagement. Choice, however, can provide them with an opportunity to exploit their preferred style. 

· The level of challenge: work that is too easy and too hard can lead to a lack of  motivation. 

· Competition and collaboration. Some male learners particularly can be engaged by competition against others and against themselves. In the case of the latter, this means challenging learners to improve on what they have achieved in the past. Others (often girls) prefer to try out their ideas on others through group and pair work

· Reflection on progress: we know that success breeds success. If learners make progress and this is made explicit to them, they see the benefits of what they are doing. 
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