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An Introduction to Academic and Professional Practice
Part 1 of the programme “Introduction to Academic and Professional Practice” comprises of either a 1 day workshop presented by the Learning and Development Centre or equivalent programmes run within teaching departments. Part 1 is compulsory for all Postgraduates with 20 or more teaching contact hours in a year.
Part 2 of the programme, of which this is the Module Guide, is hosted by the Learning and Development Centre from January each year. Part 2 is optional. Completion of Part 1 (or equivalent) is a prerequisite for enrolment on Part 2. Part 2 will provide formal accreditation.
Course Team

Dr Rachel Maunder (Course Leader), Learning and Development Adviser, Learning and Development Centre – r.e.maunder@warwick.ac.uk Tel: 75341

Dr Philip Harris-Worthington (Course Tutor), Learning and Development Adviser, Learning and Development Centre – p.harris-worthington@warwick.ac.uk Tel: 73109
Jayne Hunt (Course Secretary), Learning and Development Centre – J.L.Hunt@warwick.ac.uk Tel: 72874

Aims of the module

This module aims to meet the needs of postgraduates with teaching responsibilities at the University of Warwick.  The main aims of the module are to equip the postgraduate with:

1. a broad conceptual and practical understanding of the nature of learning in higher education, and how relevant educational and disciplinary literature can inform one’s own academic and professional practice

2. skills and competencies in the planning, delivery and evaluation of teaching and learning activities

3. open and positive attitudes towards continuing professional development, and the ability to plan their own academic and professional development

Syllabus

1. Key ideas about student learning in higher education

2. Approaches to large and small group teaching

3. Evaluation techniques

4. Undertaking classroom observation

5. Giving and receiving feedback

6. Assessment practices

7. Inclusive education

8. Reflective practice

9. Professional development

10. Working in the academic environment
Teaching

This is a work-based learning module and the taught element will depend on Departmental provision as well as support from the Learning and Development Centre Therefore, study patterns will vary.  Whatever this pattern, study time is expected to be at least 100 hours and comprise a mixture of workshops, peer observation review meetings, tutorial/mentor meetings and independent study.  

Learning outcomes and Assessment

The following table sets out the learning outcomes for this module, the supportive teaching and learning activities and assessment requirements.  The Portfolio Development Plan (page 12) is designed to help you to fulfil these requirements and to plan teaching/learning activities that support them.
	LEARNING OUTCOMES

(By the end of the module you should be able to....)


	Which teaching and learning methods enable students to achieve this learning outcome?
	Which assessment methods will measure the achievement of this learning outcome?

	Plan and deliver teaching sessions informed by relevant principles of learning and teaching
	Workshops
Experiential learning

Independent study
	Portfolio

	Demonstrate how your academic and professional practice can be informed by relevant educational and disciplinary research
	Independent study

Workshops
	Portfolio

	Demonstrate appropriate application of principles of inclusive education
	Experiential learning

Independent study
	Portfolio

	Exercise initiative, professional responsibility and sound judgement in interpreting guidance and applying principles to complex problems and unpredictable situations encountered in your academic and professional role
	Experiential learning

Group tutorials

Workshops
	Portfolio

	Evaluate your own academic and professional practice in response to your own reflections and analysis, feedback from students and colleagues, and reading in relevant educational and disciplinary research
	Experiential learning

Group tutorials

Independent study
	Portfolio

	Review, plan and undertake actions relating to the continuing development of your own academic and professional practice
	Experiential learning

Independent study
	Portfolio

	Demonstrate clear and effective written and oral communication skills
	Experiential learning

Workshops

Group tutorials
	Portfolio

	Work effectively with others


	Experiential learning

Group tutorials

Workshops
	Portfolio


Resources

See the website dedicated to this module for some online resources http://www2.warwick.ac.uk/services/ldc/development/pga/part_2/resources/ 
General Texts

Biggs, J. (2003) Teaching for Quality Learning at University. 2nd Edition. Buckingham: OU Press & SRHE.
Blaxter, L., Hughes, C. & Tight, M. (1998) The Academic Career Handbook. Buckingham: OU Press

Fry, H., Ketteridge, S. & Marshall, S., eds (2003) A Handbook for Teaching and Learning in Higher Education: Enhancing Academic Practice. 2nd Edition. London: Kogan Page.
Gibbs, G. & Habeshaw, T. (1992) Preparing To Teach: An Introduction to Effective Teaching in Higher Education. 2nd Edition. Bristol: Technical and Educational Services.
Morss, K. & Murray, R. (2005) Teaching at University: A Guide for Postgraduates and Researchers. London: Sage.
Cannon, R. & Newble, D. (2000) A Handbook for Teachers in Universities and Colleges. 3rd Edition. London: Kogan Page.
Phillips, E. M. & Pugh, D. S. (2005) How to Get a PhD: A handbook for students and their supervisors. 4th Edition. Buckingham: OU Press.

Prosser, M. & Trigwell, K. (1999) Understanding Learning and Teaching: The Experience in Higher Education. OU Press & SRHE.
Race, P. (2007) The Lecturer's Toolkit: A Practical Guide to Assessment, Learning and Teaching. 3rd Edition. London: Kogan Page.
Ramsden, P. (2003) Learning to Teach in Higher Education. 2nd Edition. London: Routledge Falmer. 
Rugg, G. & Petre, M. (2004) The Unwritten Rules of PhD Research. Maidenhead: OU Press

Texts about Assessment

Brown, S. & Glasner, A. (1999) Assessment Matters in Higher Education - Choosing and Using Diverse Approaches. Buckingham: OU Press & SRHE.
Brown, S. & Knight, P. (1994) Assessing Learners in Higher Education. London: Kogan Page.
Dunn, L., Morgan, C., O’Reilly, M. & Parry, S. (2004) The Student Assessment Handbook: New Directions in Traditional & Online Assessment. London: Routledge Falmer
Texts about Student Learning

Boud, D. (1995). Developing Student Autonomy in Learning. London: Kogan Page.
Gibbs, G. (1994) Improving Student Learning – Theory and Practice. Oxford Centre for Staff Development, Oxford.
Kolb, D. (1984) Experiential Learning: Experience as the Source of Learning and Development. London: Prentice Hall.
Vygotsky, L.S. (1962) Thought and Language. London: Wiley.
Texts about Teaching Techniques

Bligh, D. (1998) What’s the Use of Lectures? Exeter: Intellect.
Bligh, D. (2000) What's the Point in Discussion? Exeter: Intellect.
Brown, S. & Race, P. (2002) Lecturing: A Practical Guide. London: Kogan Page.
Exley, K. & Dennick, R. (2004) Giving a Lecture: From presenting to teaching. London: Routledge.

Exley, K. & Dennick, R. (2004) Small group teaching: Tutorials, seminars and beyond. London: Routledge.

Gibbs, G., Habeshaw, S. & Habeshaw, T. (1988) 53 Interesting Ways to Appraise Your Teaching, Technical and Educational Services, Bristol.
Jacques, D. & Salmon, G. (2007) Learning in groups: A Handbook for face-to-face and online environments. 4th Edition. London: Routledge.

Jenkins A., Breen, R. & Lindsay, R. (2003) Reshaping Teaching in Higher Education: Linking Teaching with Research. London: Kogan Page.
Kahn, P. & Walsh, L. (2006) Developing Your Teaching: Ideas, insights and action. London: Routledge.

Salmon, G. (2000) E-Moderating: The Key to Teaching and Learning Online. Kogan Page: London.
Texts about Diversity and Inclusion
Adams, M. & Brown, S. (2006) Towards Inclusive Learning in Higher Education: Developing curricula for disabled students. London: Routledge.
Carroll, J. & Ryan, J. (2005) Teaching International Students: Improving Learning for All. London: Routledge.
Doyle, C. & Robson, K. (2002) Accessible Curricula: Good Practice For All. Cardiff: University of Wales Institute. Available to download from: http://www.heacademy.ac.uk/resources/detail/SNAS/snas_272
Jones, E. & Brown, C. (2007) Internationalising Higher Education. London: Routledge.
Riddell, S., Tinklin, T. & Wilson, A. (2005) Disabled Students in Higher Education: Perspectives on widening access and changing policy. London: Routledge
You are strongly advised to search the website of the Higher Education Academy http://www.heacademy.ac.uk for further resources and reading. In particular, visit the website for your subject centre http://www.heacademy.ac.uk/SubjectNetwork.htm for discipline-based support.
A. DEMONSTRATING PROFICIENCY

ACADEMIC SUPPORT
Two workshops will be offered, each on two occasions, in order to give participants maximum opportunity to attend. There will also be termly Professional Group Meetings.
Workshop 1: 
Introduction to the Award




Small and Large Group Teaching
Thursday 24th January 2008, 9.30-12.30pm in the Seminar Room, University House; 

Repeated

Monday 28th January 2008, 2-5pm in the Seminar Room, University House 

Workshop  2: 
Assessment 
Evaluating Practice
Thursday 6th March 2008, 9.30-12.30pm in the Seminar Room, University House

Repeated

Monday 10th March 2008, 2-5pm in the Seminar Room, University House

Professional Group Meetings will take place in February, May and October

Advisory support will be offered throughout the programme on a group or individual basis, by members of the programme team.
Additional support and disciplinary-focussed guidance will be provided by your departmental mentor.
What are Professional Groups?

Professional Groups are facilitated by an LDC Adviser. Each Professional Group consists of a small number of participants on the Postgraduate Award (PGA). 
Professional Group meetings are held three times a year (once a term) – usually in University House - and attendance is an important part of the PGA programme.

Each Professional Group meeting is geared towards the shared needs of the group. The meetings provide support for you in compiling your portfolio; provide an opportunity to discuss specific, course-related (and where relevant or appropriate, broader e.g. university) issues and requirements; provide a forum for exploring different approaches to, for example, teaching and learning and the implications for these. Professional Groups may also become a mutual support and advisory group for participants.  
Who should be my departmental mentor?

Who you choose to be your mentor to support you through this programme is up to you. You may have been allocated a mentor when you started in the department, in which case you may wish to ask them if they will also be willing to be your mentor for this programme. It is important that you choose someone who you feel comfortable with and who you feel able to talk to openly about your teaching and professional development. It is also important that this person is experienced in teaching in higher education, and is based in your department (or related discipline) at Warwick. You will need to ask them first if they would be willing to be your mentor, and check with them that they have the time required to provide you with the necessary support and guidance. If you have any concerns or difficulties regarding mentorship, please speak to a member of the course team.
What does my departmental mentor do?

In general Departmental Mentors are expected to 

· Have recent and/or relevant experience of teaching which is compatible with your work so that they have an appreciation of the issues faced

· Provide support, advice and encouragement with regard to your skills, self-awareness and capacity to undertake a process of self-critique/review of your professional development. 

· Maintain confidentiality and trust in supporting the professional development of colleagues

· Be regarded as an appropriate Mentor by you: it is crucial that the Mentor/Mentee relationship is based on mutual respect. 

Departmental Mentors normally provide specific support for their Mentees in three major ways: 

· Observe you teaching as one of the tasks for your portfolio - including providing an agreed formatively focused written report of the Observation, using the relevant forms (copies of which are in the Appendices and are also on the PGA website).

· Provide regular guidance, advice and support within a discipline-focused, departmental context.
· Second mark your final portfolio (unless you request otherwise on the portfolio cover sheet)

What is the Programme Liaison Group? 

The Programme Liaison Group (PLG) is a forum which has been set up to consider the development and enhancement of LDC’s accredited programmes along similar lines to an SSLC.  It is a participative forum which brings together members of the Course Teams and representatives from Departmental Mentors and each participant cohort. The PLG meets on a regular basis, normally once a term. If you have any items that you wish to raise at one of the PLG meetings, please contact your nominated rep at least 2 weeks before the scheduled PLG meeting, such that the items(s) can be added to the agenda. If you would like to be considered for nomination as a PLG rep, please contact the Course Secretary (email to: jayne.hunt@warwick.ac.uk) in the first instance.

B.  BUILDING YOUR PORTFOLIO
Portfolio Tasks
Your portfolio will be complied from the completion of specific tasks. These tasks are as follows:

· Two Teaching Observations with reflective comments for each one
· Evidence of giving feedback to students with reflective comments
· Evidence of collecting feedback from students with reflective comments
· A session plan with reflective comments
· A comparison of two contrasting learning events

· A reflective overview of your academic and professional practice
· Action plan for future personal and professional development

You are asked to demonstrate all of the programme learning outcomes (see page 3) in your portfolio. However, some learning outcomes may figure more prominently in each section. Overall, your portfolio should demonstrate all of the outcomes, and show that you are able to exercise judgement, responsibility and initiative, and are able to work effectively with peers and supervisors. 

Guidance on Portfolio Tasks

· Teaching observations

During your time on the programme you need to be observed teaching by your departmental mentor. You also need to observe an experienced colleague teaching. Guidance on the process will be given in the workshops and professional group meetings, but it is important to note that the following elements need to be included in your portfolio:

· Completed forms for both observations – signed by observer and observee (see Appendix 2)
· Handouts/support materials used in the sessions observed

· Short reflective summary (around 500 words) for each observation

The purpose of the reflective summaries is for you to:

· Highlight key points arising from the observation (whether it is you being observed or you observing someone else)
· Write your thoughts and feelings about the process

· Show what you learned from the experience 
· Consider the implications for your own teaching. 
Your reflective summaries should elaborate on appropriate sections of the teaching observation proforma and demonstrate appropriate principles of inclusive education, your ability to plan and deliver teaching sessions; your ability to use initiative to deal with unpredictable situations or problems and your ability to respond to feedback from colleagues.
· Feedback to students

This task requires you to demonstrate that you have given students feedback on their performance in some way during your time on the programme. You may have been involved in marking their work – writing comments and assigning grades, or you may have given feedback in other ways – such as giving feedback on presentations, laboratory work or seminar contributions. You’ll need to provide evidence of the feedback you’ve provided and write a short (around 500 words) reflective summary about it. This reflective summary should:

· Set the context for the feedback (in terms of the student group, module etc.)

· Explain how it was provided (written comments, checklist, verbal etc.)

· Explain why you made the decisions you did (the wording/phrasing of the feedback, marks awarded etc.) 
· Outline any areas where you feel you could improve your feedback to students

· Feedback from students

For this task you need to show how you’ve gathered feedback on your teaching from your students. You may have collected this feedback in a number of ways – such as via a standard module questionnaire; a feedback questionnaire you’ve designed yourself; a feedback exercise; focus group; discussions with students etc. You need to provide evidence of the feedback, and then write a short (around 500 words) reflective summary about it. This summary should:

· Set the feedback in context in terms of who the students were, how the feedback was collected and why you chose to use that approach

· Summarise the feedback provided 
· Discuss how you might develop or change your practice as a result. 
Overall, your reflective summary should demonstrate that you are able to effectively evaluate your own performance, and may show that you are able to plan your own continuing development.
· Session Plan
Session planning is likely to be something you’re doing often as part of your teaching duties. In this part of your portfolio you need to include a session plan that you’ve produced, and write a short (around 500 words) reflective commentary about it. You’ll need to describe how you planned and prepared for the session, and explain the decisions you made. It would also be useful to review your plan having delivered the session. How did the plan work in practice? What might you change if you were to run a similar session in the future? 
Your reflections should demonstrate your ability to plan and deliver teaching sessions, your ability to review your own performance and your use of initiative, professional responsibility and sound judgement in relation to your role.
· Comparison of two contrasting learning events
This task is a longer piece of work (approximately 1500 words) and requires you to choose two contrasting learning events (for example: two different teaching methods e.g. lecture and seminar; laboratory practical and problem class etc or two different assessment methods e.g. essay and oral presentation; exam and laboratory report etc), describe them and then analyse them in terms of their similarities and differences. You might consider areas such as:

· The role of the tutor

· The sort of tasks students engage in or the skills they demonstrate

· Strengths and weaknesses of the learning events and how some of these could be addressed. 
It’s important that you show evidence of background reading from a range of sources to support your discussions. In this section you are likely to demonstrate many of the programme’s learning outcomes. To maintain focus and coherence, you may wish to focus on some, rather than try to demonstrate them all. 

· A reflective overview of your academic and professional practice
The final section of your portfolio is the longest piece of work (approximately 2000 words) and should draw together reflections and experiences from your academic and professional practice. This will include your teaching, research work and other activities in your department and/or discipline. You might choose to expand on some of the issues raised in other parts of your portfolio, or you might choose to address other areas of your work. There are various ways of approaching this task and guidance will be given during workshops and professional groups. 
It is important that you refer to a range of background materials to underpin your discussions – illustrating that you have read around the issues and developed an understanding of educational literature relevant to your practice. 

· Action plan for future personal and professional development

Your portfolio should result in the construction of a personal action plan for your further development - building on points and challenges raised in the various tasks. The plan should reflect the different areas of your role – your teaching, research, departmental/disciplinary activities etc. This plan can be used as a tool for you to monitor and review your progress as you develop as an academic in higher education. In this section you are likely to demonstrate many of the programme’s learning outcomes, including your ability to evaluate your academic practice fairly broadly, and identify your future professional direction and development needs.

There may be other pieces of evidence that you wish to include in your portfolio to show your development during the programme and demonstrate your achievement of the learning outcomes. This is fine, providing you clearly label these materials and explain their relevance.
PORTFOLIO DEVELOPMENT PLAN

The following plan covers all the assessment requirements for this module. The first requirement is to submit a portfolio development plan to your mentor and to the module leader at the Learning and Development Centre.  The deadline for submission of this document is Friday 29th February 2008.
Name…………………………………   Department and contact details

…………………………………………………………………………………………..

Mentor name and contact details………………………………………………………..

1. Observations
Observing an experienced colleague

I anticipate observing………………………………on……………………………

(Identify a teaching event you are able to observe – you will need to provide reflective comments on this event – around 500 words)

Being observed by your mentor
I anticipate being observed by 

…………………………………………….On…………………………………………

(You will need to provide reflective comments on this event – around 500 words)

Note:  There are forms for planning an observation and for carrying one out at the back of this guide. You will find guidance notes on observations on the course website under “Resources”.  If your department provides observation forms, you may prefer to use these.   
2. Feedback
I will collect student feed back on my teaching on (specify the module and session)

………………………………………………………………………………………

You will need to accompany this feedback with reflective comments (around 500 words). You will find guidance notes on student evaluation on the course website under “Resources”. 
I will present feedback I have given to students on their work/performance on (specify the module and session)

………………………………………………………………………………………

You will need to accompany this feedback with reflective comments (around 500 words)
3. Session Plan 
I will provide a session plan on (specify module and session) 

……………………………………………………………………………….

You will need to accompany this plan with reflective comments (around 500 words)

4.  Compare two contrasting learning events 
The two contrasting learning events need not be ones you teach (though they can be).  Provide a description of the events and a reflective piece on them.   

I anticipate comparing ……………………………………………………………………
because………………………………………………………………………………………
………………………………………………………………………………………………..

This assignment involves around 1,500 words

5.  A reflective overview of your academic and professional practice

This will draw together your reflections and experiences and be underpinned by educational theory - around 2,000 words. You will find guidance notes on reflective writing on the course website under “Resources”.

6.  Action plan for future personal and professional development
Produce an action plan at the end to summarise areas for further development. 

C. ASSESSMENT
Criteria
In order for a pass to be gained in a module, the work presented for assessment must:

· be sufficient in breadth and depth to enable proficiency to be inferred in the learning outcomes of the module

· make appropriate use of skills of analysis, reflection and evaluation

· be accompanied by appropriately completed documentation
· make appropriate use of reading on education principles and ideas to inform practice
Assessment within the Postgraduate Award in Introduction to Academic and Professional Practice (PGA IAPP) programme operates in accordance with the University of Warwick’s Social Studies assessment criteria.  

You are required, within your final Portfolio, to demonstrate that you have addressed the learning outcomes for the programme.  It is not necessary to address all the learning outcomes within each element of your Portfolio. For the shorter tasks you may only address a few of the outcomes, but in the longer tasks you would expect to address the majority of them.
The following guidance is offered to participants in relation to the marking of work: 
Pass

Work meriting a pass will normally demonstrate many of the following: 

a. Clear evidence that appropriate and identified learning outcomes have been met

b. Clear evidence of relevance to the candidate's own academic practice and development 

c. The competent and scholarly organisation of material

d. A logical conclusion set within an appropriate context for the task

e. Clear evidence of background reading 

f. The use (e.g. critique) of relevant underpinning theory

g. The coherent and logical progression of ideas

h. An awareness of broader departmental, disciplinary, institutional, national and international contexts where appropriate

i. Competence in handling primary sources where used

j. Well reasoned conclusions which are indicative of a recognition that there are likely to be inherent tensions both in relation to practice/practical situations and within the supporting literature. 

k. Effective referencing of sources and authorities 

l. In the case of the Portfolio, demonstrate that all the specified components have been satisfactorily completed

m. A high standard of English grammar and punctuation

n. An appropriate bibliography.

o. A short abstract. 

NB. A 'pass' with minor corrections expected may be awarded in certain occasional instances.

Presentation of assessed work

Format
Work submitted should be written in English and, where possible, typewritten or word-processed. Text should be double-spaced in at least 12-point type, on A4 metric size paper. Pages should be numbered, on one side of the paper only, and with margins of at least two centimetres.

The portfolio should be presented in a folder or ring binder with pages securely fastened, and sections clearly labelled.

Number of copies
Two copies of each piece of work should be submitted. One copy will be returned, with comments from the assessors. The second copy will be retained for consultation by the external examiner. It is not normally necessary to require participants to re-present work for the final Board of Examiners. It is, however, the responsibility of each participant to ensure that they are able to make their work available at any point. It is therefore important that participants make and keep their own copy of all work submitted.

Cover sheets
There is a relevant cover sheet at the back of this guide. This needs to be at the front of the portfolio you submit.

Anonymity
References to observations or other investigations should not identify individuals by name.

General assessment procedures

Submission dates

Portfolio submission dates: Monday 29th September 2008 or Monday 5th January 2009.
Your portfolio will be double-marked, normally by members of the Learning and Development Centre and your Department respectively.
Handing in work

Two copies of assessed work should be handed in, or sent, to the course secretary, Learning and Development Centre Office.  A receipt will be issued.

Return of assessed work
Wherever possible, the team will return assessed work with written feedback no later than one month after the Exam Board following the submission date. Official feedback and formal confirmation of pass/refer can only be made after the External Examination Board has taken place. You will be informed when you submit your portfolio when the next Exam Board is due to take place.
Holding of assessed work
Participants must keep all assessed work until after the final meeting of the Board of Examiners.

Normally, one of the two copies of assessed work submitted by participants will be retained indefinitely by the Learning and Development Centre for the purposes of assessment moderation and the monitoring of course development and impact. Confidentiality is strictly maintained and no access to copies of assessed work is permitted to any persons other than those directly involved in assessment procedures and those undertaking course review under quality assurance arrangements recognised by the University. If you do not want copies of your work retained beyond the minimum period required by University procedures, please inform the Course Leader and arrangements will be made for them to be destroyed or, if feasible, returned.

External examination
The module is subject to the normal arrangements and procedures for external examination of postgraduate awards in the Faculty of Social Studies.

Candidates must be available for interview by an External Examiner if required.
Appeal

In the event of a participant disagreeing with an assessment decision of a tutor, the following procedure will be adopted:

i.
The participant will be required to submit a written statement of the grounds for complaint to the Course Leader.

ii.
The statement, the submitted work, the assessor's decision and comments, assessment guidelines and any other relevant information will be sent to an External Examiner, who will adjudicate.

Complaints concerning the quality of teaching or of pastoral care on the course are a different category of grievance, which should be brought to the attention of the Course Leader.

R E Maunder
January 2008
Appendices
INTRODUCTION TO ACADEMIC AND PROFESSIONAL PRACTICE
Portfolio Cover Sheet

Please ensure that you have included the following in your portfolio:

	
	Please tick

	· Table of contents
	

	· Reflective piece and letter of attendance from PGA Part 1 (or equivalent)
	

	· Observation of experienced colleague, with forms and reflective comments
	

	· Being observed by mentor, with forms and reflective comments
	

	· Feedback to students and reflective comments
	

	· Feedback from students and reflective comments
	

	· Session plan with reflective comments
	

	· Comparison of two contrasting learning events
	

	· Reflective overview of academic and professional practice
	

	· Action Plan
	

	· Any other relevant evidence
	


Signature:

Date:

NB: It is normal practice for your portfolio to be marked by a member of the LDC team and your departmental mentor. If you would prefer your departmental mentor not to see your work, we can arrange for 2 LDC advisers to assess your portfolio instead. Please sign here if you would prefer this option:
(signature) ___________________________________ (date) _______________________
Postgraduate Award in Introduction to Academic and Professional Practice (PGA IAPP)
Is this observation: (please tick)
You being observed by your mentor?

(

You observing an experienced colleague?

(
Teaching Observation Proforma Part 1

(Pre-Observation)

	NB.

· This part of the form must be completed prior to the Teaching Observation. This must be done at least five working days before the Observation is due to take place. 



	Observee’s Name

(please print)


	Observee’s Department

	Observer’s Name

(please print)


	Observer’s Department



	Observation Date & Time 


	Module Title


	Session Title 



	Venue


	Level and Year


	Length of Session



	Relevant details of students at session (e.g. no. in group; no. attending; gender) 


	Nature of session/activity (e.g. lecture, seminar, tutorial, practical)


	Learning support materials available/used in session


	Specific Learning Outcomes

As a basis for the pre-observation meeting and observed session, please outline in the box below the specific learning outcomes for the session being observed by your Mentor, or for the session run by an experienced colleague which you are observing

· knowledge and understanding

· key (transferable) skills

· cognitive skills 

· subject specific, including practical/professional skills).


	Specific Learning Outcomes: 



Postgraduate Award in Introduction to Academic and Professional Practice 
(PGA IAPP)

Teaching Observation Proforma Part 2

(Post-Observation Feedback)

	NB. 

a. This part of the form should be completed by the Observer during and/or soon after the observation.   

b. Following the observation de-brief meeting, where any action points are agreed, the Observer and Observee should then ‘sign off’ the form.

c. The original should be placed in the participant’s Portfolio. 



	Structure, Planning & Organisation:

Consider e.g.

· Was session structure explained/made clear to students?  

· Was session well-planned/organised e.g. was it set in overall context of module/course? 

· Were links made to previous sessions?



	Learning Outcomes:

Consider e.g.

· Were anticipated learning outcomes for session made clear to the students?



	Methods & Approach:

Consider e.g.: 

· Were methods/approaches appropriate for the learning outcomes? 

· Could alternative approaches have been used?



	Content:

Consider e.g.: 

· If qualified to comment (e.g. as subject specialist), was content current and accurate? 

· Were examples given? 

· Was session pitched at appropriate level for students?



	Delivery, Pace, Tone & Timing:

Consider e.g.: 

· Was delivery (e.g. pace, tone, timing of session) appropriate and/or engaging? 

· Were any parts of the session ‘problematic’ (e.g. too complex, drawn out, hurried etc?)



	Participation/Interaction:

Consider e.g.: 

· How did tutor interact with students?  

· Was student participation encouraged and handled/managed well? 

· How (if at all) did tutor check student comprehension? 

· How did tutor deal with e.g. ‘the unexpected’/‘contingencies’?




	Learning Resources:

Consider e.g.: 

· What learning resources (LR) were used?  Did they contribute to/detract from session?

· Were learning support materials of good quality? (handouts, Powerpoint slides, etc) 

· Did students appear engaged by use of LR? 



	Venue

Consider e.g.: 

· Was venue/room appropriately organised/arranged for session? 

· How well did tutor utilise venue?



	Overall style and ambience:

Consider e.g.: 

· Did tutor appear confident/enthusiastic and e.g. have a ‘good rapport’ with audience?

· Did students appear attentive/engaged or show signs of boredom/disengagement?

· Were tutor’s presentation skills effective and was s/he clear and audible? 

· Did session ‘go well’ overall?



	Agreed Recommendations/Action Points (where appropriate):

The Observer should summarise here any agreed recommendations for improvement(s) resulting from the post-observation discussion between Observer and Observee.



	Observee to complete and sign: 

Name (print)________________________________ Observee’s Department: _____________________

Signature____________________________________________ Date____________________________



	Observer to complete & sign: 

Name (print)________________________________ Observer’s Department_______________________

Signature____________________________________________ Date_____________________________ 
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