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	Tutor/Assessor
	
	Manager
	

	Observer
	
	PD Date
	

	Key Theme
	
	Observation Date/time
	

	Course Title
	
	Length of Course
	

	Venue/online location
	
	Subject Lead
	

	No of learners on register
	
	No of learners attending regularly
	
	Number present during observation
	

	Reasons for non-attendance
	
	Action to address non-attendance
	

	Teaching Qualifications
	
	Course File

	
	
	Attendance list
	Do you keep one as well as completing online register?

	Professional Qualifications

Have your learners completed the BKSB initial assessments?

Have you submitted the MS Teams BKSB completion Form?



	 








	Induction checklist
	Do you have a completed, signed and dated one of these?

	
	
	Learner Handbook
	Do you give learners a link to this at the start of your course?

	
	
	Group Charter
	Do you agree a charter or ground rules and have these recorded somewhere?

	English Level
	
	Maths Level
	
	ICT Level
	

	Documentary Review

	Group/learner profile: Do you keep a profile of your learners/any specific needs?


	Scheme of Learning/Framework: Please send me your copy

	ILP/RARPA/Progress reviews:
How do you carry these out?  Do you have any I could have access to?

	Planning evidence:
How do you evidence your planning for a session apart from the scheme of learning/framework?


	Category
	Embedded Practice 

	1
	Curriculum Domain

	1a
	Tutor uses their subject expertise to provide effective learning opportunities.
· Is tutor up to date with subject knowledge? 
	

	1b
	Resources and materials selected reflect ambitious intentions for the course, meet any special assessment needs and comply with digital accessibility.  
	

	1c
	Tutor uses assessment well, for example to help learners embed and use knowledge fluently or to check understanding and inform teaching.
· Wide range of types/methods used? e.g. Q&A, feedback, observation, demonstration, group activity, formative, summative, informal, formal.
	

	1d
	The results of effective assessment are used to produce clear and actionable next steps for learning.
· Progress reviews/assessment plans completed, reviewed and updated?
	

	1e
	Activities are demanding and high expectations ensure that learners build knowledge and acquire skills, improving what they already know and can do.
	

	1f
	Embedded English/Maths/ICT have been planned into the course/framework.
	

	1g
	There is a logical sequence to the session/s that enable learners to understand key concepts.
· Any recaps/plenaries planned?
	

	1h
	Session content matches lesson planning and scheme of learning/framework.
	



	2
	Teaching Domain

	2a
	Skilled and proficient communication skills are used effectively.
	

	2b
	Tutor/Assessor promotes interaction between themselves and learner/s and (if appropriate) between learners within groups and with their peers.
	

	2c
	Questioning skills facilitate maximum learner engagement.
	

	2d
	Tutor/Assessor gives explicit, detailed and constructive verbal and written feedback during the session/course.
· Does it meet their needs and is it appropriate to their level of confidence/competency and skills?
	

	2e
	Misconceptions are accurately identified and addressed.
· Tutor/Assessor revisits content to re-inforce key concepts
· Are mispronunciations/grammar corrected etc?
	

	2f
	Session objectives are clear and revisited with long-term memory of key concepts tested. Learners are supported to apply these fluently and consistently.
	

	3
	Behaviour and Attitudes Domain

	3a
	Tutor/Assessor promotes good relationships and creates a supportive and positive classroom culture that is focused on learning.
	

	3b
	Safeguarding/Health and Safety is effective.
	

	3c
	Learners’ behaviour and attitude contributes to the focus on learning in the learning environment and shows they are committed to their learning.
	

	3d
	The learning environment and tutor/assessor support contribute to the development of learners’ character including: resilience, confidence and independence.
	

	3e
	Prevent, British Values and Equality and Diversity are modelled, embedded and naturally integrated into the course. Learners are supported to keep physically and mentally well.
	

	3f
	Learners feel safe and do not experience bullying or discrimination.
	

	4
	Learner Voice

	4a
	Before the course started, what information, advice and guidance did you receive? If appropriate, can you briefly explain the process of gaining your qualification?

	

	4b
	Can you briefly state what you have learned so far on the course.
	

	4c
	Please give me an example, if appropriate, of what you now feel more confident with since you joined the course.
	

	4d
	Do you repeat (such as recaps) and use the things you learn in class during other sessions?
	

	4e
	In what ways do you use the things you learn at home or work or outside of your sessions?
	

	4f
	How do you know how good your work is and if you are improving?
	

	4g
	Tell me about the feedback that you get from your tutor/assessor.
	

	4h
	In what ways do you think your work is better now than it was when you started the course?
	

	4i
	If you miss a class, how do you get help to catch up? Do you know how to access support? 
	

	4j
	Do the format and timings of the sessions work for you? Do you think you need more sessions or is the length of the course about right?
	

	4k
	What careers guidance have you received if any?
	

	4l
	How well is the course preparing you for your next steps/job/further learning?
	



	Summary and Actions

	KS
	
	Key Strengths
	QIO Comment

	K1
	
	
	

	K2
	
	
	

	K3
	
	
	

	K4
	
	
	

	AFD
	
	Area for Development
	Re-obs required?
	Date to be completed
	QIO Comment

	01
	
	
	
	
	

	02
	
	
	
	
	

	03
	
	
	
	
	

	04
	
	
	
	
	



	QIO Professional Discussion/Skills Scan/Key Theme Comments                                                          Any Recent CPD completed (internal or external).  
If so, what impact has this made? (QIO to complete)

	






	QIO General Comments

	










	Embedded Practice Key

	PCE
	Practice is Currently Embedded: Please enter PCE. No comment needed

	S
	Strength: Please enter Strength and a brief comment (use the summary box for action)

	AFD
	Area for Development: Please enter AFD and a brief comment (use the summary box for action)
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