
 

   

t: +44 (0) 161 327 1781 
e: contact@libraeurope.com 
LibraEurope.com 

Libra Europe Ltd 
Colony Piccadilly, 5 Piccadilly Place, 
Aytoun St, Manchester. M1 3BR 

Company Registration No. 7244610. 
Registered in England and Wales 

VAT No. 104 9443 28 

PROFESSIONAL STANDARD 
  
Introduction and Overview 
 
Programme Design 
 
In preparation for the launch of any learner programme, we have a 
clearly defined process that needs to be adhered to, and documented, 
to ensure that we design the most appropriate programme for the 
business, the client, and their learners. This involves ensuring that ALL 
learners have been correctly assessed to ensure the most appropriate 
learning programme has been chosen, and they qualify for enrolment. 
 
1. Libra Learning Intent 

 
• We design and construct a curriculum that is ambitious and 

designed to give all learners, particularly the most 
disadvantaged and those with special educational needs and/or 
disabilities (SEND) or high needs, the knowledge and cultural 
capital they need to succeed in life. 

• Our curriculum is coherently planned and sequenced towards 
cumulatively sufficient knowledge, skills and behaviors for future 
learning, training, and employment. 

• Libra Learning has the same academic, technical, or vocational 
ambitions for almost all learners. Where this is not practical – for 
example, for some learners with high levels of SEND – our 
curriculum is designed to be ambitious and to meet their needs 

• All learners study the full curriculum of the specified course.  
• We support coaches to teach and assess to support learners to 

build their knowledge and to apply that knowledge as skills and 
behaviours. 



• We design the curriculum to prepare learners. It is also clear what 
learners will need to be able to know and do at the end of their 
learning or training programme. 

• The curriculum has been sequenced so that learners can build on 
previous teaching and learning and develop the new knowledge 
and skills they need. 

• Coaches develop the curriculum to offer learners the knowledge 
and skills that reflect the needs of the local and regional context. 

• The curriculum ensures that all learners benefit from high 
academic, technical, and vocational ambitions.  
 

 
Libra Learning Implementation: 
  

• We develop the curriculum to suit the needs of the client, their 
business operation, and their learners. 

• Coaches have expert knowledge of the subjects that they teach. 
If they do not, they are supported to address gaps so that 
learners are not disadvantaged by ineffective teaching. 

• Coaches enable learners to understand key concepts, 
presenting information clearly and promoting discussion. 

• Coaches check learners’ understanding effectively and identify 
and correct misunderstandings. 

• Coaches ensure that learners embed key concepts in their long-
term memory and apply them fluently and consistently. 

• Coaches deliver the curriculum in a way that allows learners to 
transfer key knowledge to long-term memory. The curriculum is 
sequenced so that new knowledge and skills build on what 
learners know and can do and learners can work towards 
defined end points. 
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• Coaches use assessment to check learners’ understanding to 
inform teaching. 

• Coaches use assessment to help learners to embed and use 
knowledge fluently, to develop their understanding, and to gain, 
extend and improve their skills and not simply memorise 
disconnected facts. 

 
Programme Delivery 
 
Libra Learning Coaches make the education of learners their primary 
concern and are accountable for achieving the highest possible 
standards in work and conduct. Coaches act with honesty and 
integrity; have strong subject knowledge, keep their knowledge and 
skills as coaches up-to-date and are self-critical; forge positive 
professional relationships; and work with our business clients in the 
best interests of their learners. 
 
 
Part One: Teaching & Coaching 
 
A Libra Learning Coach must: 
 
1. Set high expectations which inspire, motivate and challenge 
learners 
 

• Establish a safe and stimulating environment for learners, rooted 
in mutual respect 

• Set goals that stretch and challenge learners to the best of their 
abilities and dispositions 

• Demonstrate consistently the positive attitudes, values and 
behaviour which are expected of learners 
 



2. Promote good progress and outcomes by learners 
 

• Be accountable for learners’ attainment, progress, and 
outcomes 

• Be aware of learners’ capabilities and their prior knowledge, and 
plan teaching to build on these 

• Guide learners to reflect on the progress they have made and 
their emerging needs 

• Demonstrate knowledge and understanding of how learners 
learn and how this impacts on teaching 

• Encourage learners to take a responsible and conscientious 
attitude to their own work and study. 
 

3. Demonstrate good subject and curriculum knowledge 
 

• Have a secure knowledge of the relevant subject(s) and 
curriculum areas, 

• Foster and maintain learners’ interest in the subject, and address 
misunderstandings 

• Demonstrate a critical understanding of developments in the 
subject and curriculum areas, and promote the value of 
scholarship 

• Demonstrate an understanding of, and take responsibility for, 
promoting high standards of literacy, articulacy, and the correct 
use of standard English, in whatever the coach’s specialist 
subject 

• If coaching Functional Skills, demonstrate a clear understanding 
of clear understanding of appropriate teaching strategies. 

•  
4. Plan and teach well-structured lessons 
 

• Impart knowledge and develop understanding through effective 
use of lesson time 
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• Promote a love of learning and intellectual curiosity 
• Set assignments and plan other activities to consolidate and 

extend the knowledge and understanding learners have 
acquired 

• Reflect systematically on the effectiveness of lessons and 
approaches to teaching 

• Contribute to the design and provision of an engaging curriculum 
within the relevant subject area(s). 

 
5. Adapt teaching to respond to the strengths and needs of all 
learners 
 

• Know when and how to differentiate appropriately, using 
approaches which enable learners to be taught effectively 

• Have a secure understanding of how a range of factors can 
inhibit learners’ ability to learn, and how best to overcome these 

• Have a clear understanding of the needs of all learners, including 
those with special educational needs; those of high ability; those 
with English as an additional language; those with disabilities; and 
be able to use and evaluate distinctive teaching approaches to 
engage and support them. 

 
 
6. Make accurate and productive use of assessment 
 

• Know and understand how to assess the relevant subject and 
curriculum areas, including statutory assessment requirements, 
in particular EPA – End Point Assessment 

• Make use of formative and summative assessment to secure 
learners’ progress. 

• Use relevant data to monitor progress, set targets, and plan 
subsequent lessons. 



• Give learners regular feedback, both verbally through coaching 
engagements, and good quality written feedback in response to 
assignment submissions that encourage learners to progress. 
 
 

7. Manage behaviour effectively to ensure a good and safe 
learning environment 
 

• Have clear rules and routines for behaviour in all engagements, 
paying particular attention to Libra Learning safeguarding 
policies. 

• Manage engagements effectively, using approaches which are 
appropriate to learners’ needs to involve and motivate them. 

• Maintain good relationships with learners, exercise appropriate 
authority, and act decisively when necessary.  
 
 

8. Fulfil wider professional responsibilities 
 

• Make a positive contribution to the wider life and ethos of Libra 
Learning. 

• Develop effective professional relationships with colleagues, 
knowing how and when to draw on advice and specialist support. 

• Deploy support staff effectively. 
• Take responsibility for improving teaching through appropriate 

professional development, responding to advice and feedback 
from colleagues. 

• Communicate effectively with business clients regarding 
learners’ achievements and well-being. 
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Part Two: Personal and Professional Conduct 

 
An Libra Learning ‘Coach’ is expected to demonstrate consistently high 
standards of personal and professional conduct.  
 
The following statements define the behaviour and attitudes which set 
the required standard for conduct throughout an Libra Learning 
Coach’s career. 
 
Coach’s uphold client trust in Libra Learning and maintain high 
standards of ethics and behaviour at all times by: 
 

• Treating learners with dignity, building relationships rooted in 
mutual respect, and at all times observing proper boundaries 
appropriate to the coach’s professional position. 

• Having regard for the need to safeguard learners’ well-being, in 
accordance with statutory provisions 

• Showing tolerance of, and respect for the rights of others 
• Promoting fundamental British values, including democracy, the 

rule of law, individual liberty and mutual respect, and tolerance 
of those with different faiths and beliefs. 

• Ensuring that personal beliefs are not expressed in ways which 
exploit learners’ vulnerability or might lead them to break the law. 

• Coach’s must have proper and professional regard for the ethos, 
policies, and practices of the business they are delivering work 
for and maintain high standards in their own attendance and 
punctuality. 

 
 

Programme Governance 
 



We take Quality of delivery very seriously and this is reflected in our 
governance procedures 
 
Our governance is structured as a series of action-orientated meetings 
in the following timespans: 
 

• Weekly: 
o Coach to update with dedicated client liaison 

officer/programme coordinator to assess learner 
attendance and understand/record any reasons for non-
attendance or early exits. This session also serves as a live 
review of learner attitudes and any short-term issues to 
learning.  This is the front-line governance session and is 
also an opportunity to formally raise any safeguarding or 
other learner issues with the client.  Outputs and actions 
from this review are recorded on the site action log and 
likewise reported in the cohort’s Weekly Report for review 
internally by Libra Learning Management. 

• Monthly 
o Formal governance to track programme metrics: attended 

by nominated and agreed client stakeholders – who may 
include:  programme liaison, client HR representatives, 
learner mentors or managers.  The client senior sponsor 
may also attend.  

o This Governance includes a formal review of programme 
metrics such as: learner attendance, learner 
achievement/progress against plan. Functional Skills 
progress, Off-The-Job hours, project progress, reviews and 
attainment.  These metrics to be provided by the coach via 
Libra Learning dashboards 

o Discuss improvement project progression through detailed 
KPI dashboards, 
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o Meeting ends with forecast of individual learner EPA 
achievement 

o Outputs and actions from this meeting are recorded on the 
site action log and distributed by the Business Operations 
Coach to the relevant client stakeholders for action. They 
are also recorded in the Weekly Report as described 
above. 

• Quarterly  
o Formal tripartite learner reviews (learner, mentor and 

coach) to review learner behavioural change from being 
on programme.  These reviews serve as an input into the 
Quarterly Milestone Reviews 

o Quarterly Milestone Reviews critique outputs of learner 
reviews and plots behavioural change against the baseline 
Initial Assessment and Skill Scan. 

o Review improvement project progression through detailed 
KPI dashboards, 

o Milestone Reviews are attended by Senior Client 
stakeholders and serve as a showcase of project success 
(in the case of CI curriculum) and/or behavioural change 
for other programmes. 

o Outputs from this meeting are recorded in the site action 
log 

 
Programme Assessment 
 
Monitoring of Professional Standards will be supported by regular 
internal quality audits. The following text is written to help programme 
delivery staff understand how that audit might be approached and 
what evidence an internal auditor will be looking for during an audit 

 
Assessment – guidance on what internal auditors will look for when 
internal reviews are undertaken 



 
 
PREPARATION, DELIVERY, ASSESSMENT AND FEEDBACK  

• Coach plans learning sessions and assessments very effectively 
so that all learners undertake demanding work that helps them 
to realise their potential.  

• Coach identifies and supports any learner who is falling behind 
and enable almost all to catch up. 

• ILP is fully completed, up to date and individuals’ support needs 
have been identified and are being met 

• Both learner(s) and coach have a clear and shared 
understanding of the purpose of the session. 

• Coach involves the manager/mentor in the session.  
• Employer feedback and comments, form part of the review. 
• Coach is determined that learners achieve well. They have 

excellent subject knowledge and motivate and engage learners, 
who enjoy the work they complete.  

• Coach has consistently high expectations of all learners’ attitudes 
to learning and learners are set challenging targets to achieve. 

• Coach sets work that consolidates learning, deepens 
understanding and develops knowledge, skills, and behaviours 
and prepares learners very well for their next steps. 

• Coach uses questioning effectively and demonstrates a clear 
understanding of the EPA requirements.  

• Assessment practice follows awarding organisation 
requirements. 

• Communication skills ensure appropriate language and pace 
with positive and constructive feedback. 

 
CONTENT, TEACHING AND LEARNING 

• Learners are curious, interested, and keen to learn. They seek out 
and use new information to develop, consolidate and deepen 
their knowledge, understanding and skills. They thrive in learning 
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sessions and, where appropriate, use their experiences in the 
workplace to further develop their knowledge, skills and 
understanding. 

• Coach checks learners’ understanding systematically and 
effectively, offering clearly directed and timely support that has 
a notable impact on improving learning and progress. 

• Coach is quick to challenge stereotypes and the use of 
derogatory language, including at work. Resources and teaching 
strategies reflect and value the diversity of learners’ experiences 
and provide learners with a comprehensive understanding of 
people and communities beyond their immediate experience. 

• Resources and teaching strategies reflect and value the diversity 
of learners’ experiences and provide learners with a 
comprehensive understanding of people and communities 
beyond their immediate experience. 

 
 
PROGRESS AND ATTAINMENT 

• Coach gathers a useful range of accurate assessment 
information and uses this to give learners insightful and 
developmental feedback about what they can do to improve 
their knowledge, understanding and skills. 

• Learners are committed to taking these next steps and their work 
shows that almost all are making substantial and sustained 
progress. 

• Where appropriate, managers/mentors are provided with clear 
and timely information that details the extent of learners’ 
progress in relation to the standards expected and what they 
need to do to improve. 

 
DEVELOPMENT OF APPROPRIATE ENGLISH AND MATHS AND IF 
REQUIRED ICT SKILLS 



• Coach promotes English and maths and where appropriate, ICT 
and employability skills exceptionally well and ensures that 
learners are well-equipped with the necessary skills to progress 
to their next steps. 

• Written English, verbal English and maths errors are corrected 
 
 
PERSONAL DEVELOPMENT, BEHAVIOUR AND WELFARE (including 
Health & Safety, British Values, Prevent, Social and Employability skills) 

• Learners are confident and self-assured. Their excellent attitudes 
to learning have a strong, positive impact on their progress. They 
are proud of their achievements and take pride in the work they 
complete with the provider and in the workplace 

• Learners understand how their education and training equip 
them with the behaviours and attitudes necessary for success in 
the future as reflected by the excellent employability skills they 
acquire enabling them to pursue their career aspirations. 

• Learners are very motivated to learn; attend, are consistently 
excellent and meet challenging deadlines well. 

• Coach and learners deal effectively with instances of bullying 
behaviour and/or use of derogatory or aggressive language. 
They work well to prevent all forms of bullying, including online 
bullying and prejudice-based bullying. 

• Learners discuss and debate issues in a considered way, showing 
respect for others’ ideas and points of view. 

• Learners are always safe and feel safe. They understand how to 
keep themselves and others safe in different situations and 
settings. They trust leaders to take rapid and appropriate action 
to resolve any concerns they have. 

• Learners, where appropriate, can explain accurately and 
confidently how to keep themselves healthy. They make 
informed choices about healthy eating, fitness, and their 
emotional and mental well-being. They have an appropriate 
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understanding of healthy relationships and are confident in 
staying safe from abuse and sexual exploitation. 

• Learners have an excellent understanding of how to stay safe 
online and of the dangers of inappropriate use of mobile 
technology and social networking sites. 

• The personal and social development of learners equips them to 
be thoughtful, caring, and active citizens. 

 

OBSERVATION OF TEACHING, LEARNING AND ASSESSMENT 
Introduction 
This policy and procedure refers to all programmes of learning 
delivered by Libra Learning. This applies to all teaching delivery, non-
accredited teaching, and functional skills. All coaches delivering 
learning programmes are eligible for Observations of Teaching, 
Learning and Assessment (OTLA) through arrangements described in 
this document. The policy also applies to all subcontracted provision 
where Libra Learning is the lead provider, to sessional tutors, guest 
speakers and external speakers. The policy applies to all staff in all 
directorates if their role warrants this. 

 
The primary aim of the OTLA process is to evaluate the outcomes for 
learners and quality of learning activity against the criteria of the 
prevailing Ofsted Education Inspection Framework (EIF) and Libra 
Learning expectations, focusing on the Quality of Education and the 
outcomes for learners  
 
Additionally, Observations of Teaching and Learning and Assessment 
enable Libra Learning to meet the following objectives:  

• To develop and drive high standards of learning and teaching as 
well as learning support in all direct and subcontracted delivery 
leading to improved outcomes for learners.  



• To support the standardisation agenda through monitoring the 
delivery of teaching and learning activities/sessions and sharing 
of good practice across the organisation.  

• To give staff objective feedback on their performance that 
contributes towards the identification of staff training and 
development needs.  

• To evaluate performance through graded observations and 
support the self-assessment process.  

• To encourage an engaging and innovative teaching 
environment to enhance the learning experience.  

• To provide evidence of the quality of our provision. 
• To evaluate the impact of teaching, learning and assessment on 

learners. 
• Where Libra Learning is not the lead provider, subcontracted 

staff must have their own policies and ensure that their policies 
meet the required standards. 

• The Head of Quality is responsible for reviewing this policy 
annually. 

 
Minimum Practice Standards 
 
This policy and procedure applies to all members of staff who:  

• Directly deliver teaching, learning and assessment sessions 
• Conduct initial learner interviews and inductions 
• Conduct learner reviews 
• Deliver pastoral/tutorial sessions 
• Provide learning support 

 
All staff subject to observation must have at least one annual lesson 
observation; this includes agency, temporary staff, and volunteers if 
they engage in the activities listed in category  
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It is the responsibility of the Head of Quality to schedule the 
observations and send out notifications accordingly. 
 
Observations of Teaching and Learning must be recorded on the 
Single Central Record database to ensure there is a central system for 
monitoring and tracking observations.  
 
Where staff carry out more than one process, i.e. learner interviews, 
teaching and learning activities and/or learner reviews, an observation 
may be carried out for each separate process. The frequency of these 
observations is outlined in the table below: 
 

 Workshop/Lesson 
Observation 
Frequency  

Interview/Induction 
Observation 
Frequency 

Review 
Observation 
Frequency 

 
New staff 
(inside 
probationary 
period <6 
months). 

 

Within first three 
months of 
employment, and 
then prior to the 
end of the first 6 
months of 
employment. 
Where applicable 
prior to the end of 
any extension to 
the probation 
period. 
 

Within first three 
months of 
employment, and 
then prior to the 
end of the first 6 
months of 
employment. 
Where applicable 
prior to the end of 
any extension to 
the probation 
period. 
 

Within first 
three 
months of 
employment, 
and then 
prior to the 
end of the 
first 6 
months of 
employment. 
Where 
applicable 
prior to the 
end of any 
extension to 
the 
probation 
period. 



 
All training 
staff outside 
probationary 
period 

At least one 
annual 
observation 

 

At least one annual 
observation 

 

At least one 
annual 
observation 

 
 
Outcomes of observations outlined in the above table must form part 
of the three-month probationary period review and the end of 
probation period review at the six month point as well as any extension 
periods and 1:1 meeting.   
 

• Before each announced observation takes place the Observee 
must be issued with an email notification containing information 
relevant to the observation taking place.  

 
• Following the observation, the Observer must give verbal 

feedback to the observee as soon as is reasonably practical. 
 

• Within two weeks of the observation taking place, the Observer 
must issue the completed observation report to both the 
Observee and the Observee’s line manager. 

 
• Observation of Teaching, Learning and Assessment records 

must be retained for three years. 
 
 
Types of Observation 
 
The following activities will be subject to Observation of Teaching, 
Learning and Assessment in Libra Learning: 

• Developmental Observation - this can include classroom-based 
delivery, learning support, workshops and workplace delivery, 
tutorials 
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• Learner interview and induction observation  
• Learner review observation 
• Walk Through Observations 

 
 
Developmental Observation 

• Developmental observations aim to improve and support the 
quality of teaching, learning and assessment, and to identify 
strengths and weaknesses to support development action plans.  

• The outcome of Observations of Teaching, Learning and 
Assessment must meet the expected standard to meet staff 
members’ contractual obligations.    

• An Observation of Teaching, Learning and Assessment will 
consider the quality of the teaching, learning and assessment. 
This will include: 

o The observee’s preparation and delivery of an effective 
session. 

o The progress being made by learners during the session, 
considering their starting point, i.e. what they have learned. 

o Learner attainment during that lesson, judged against the 
standard expected of learners at that point in their course.  

• The Ofsted four-point grading system is used to summarise the 
quality of learning sessions. The descriptors for the four grades 
are: 

o Grade 1 - Outstanding 
o Grade 2 - Good 
o Grade 3 - Requires Improvement 
o Grade 4 - Inadequate  

• The observation grade will be based on the evidence seen in the 
observation and any additional supporting evidence. 

• Where an employee has been awarded a grade 3 or 4, a follow 
up re-observation will take place within eight weeks. If insufficient 



improvement is made during this period, further action may be 
required. 

• Libra Learning reserves the right to undertake announced and 
unannounced observations at any point during the year and 
more than once in a year, regardless. 
 

Learner Interview/Induction Observation 
• All staff who conduct learner interviews as part of their role may 

have this function observed. Staff members who have already 
had a teaching observation may undergo an additional 
observation to assess this activity. 

• The observer may request copies of any documentation relevant 
to the interview process for reference during the observation. 

• This observation will be subject to the same process regarding 
feedback as Observations (below) 

 
Learner Review Observation 

• All staff who conduct learner reviews as part of their role may 
have this function observed. 
•     The observer may request copies of any documentation relevant 

to the review process for reference during the observation. 
•   This observation will be subject to the same process regarding 

feedback 
 

Walk-Throughs 
• Walk-throughs will be conducted by line managers on an ad-hoc 

basis, to gain a more accurate picture of the quality of ‘everyday’ 
teaching and learning, to maintain contact with tutors and 
feedback will be discussed as part of regular 1:1 meetings.  

• While the walk-through is not graded, its outcomes should be 
recorded and discussed with tutors, with appropriate 
development support provided. No notice will be given of the 
actual time and date of the walk-through. 



 

   

t: +44 (0) 161 327 1781 
e: contact@libraeurope.com 
LibraEurope.com 

Libra Europe Ltd 
Colony Piccadilly, 5 Piccadilly Place, 
Aytoun St, Manchester. M1 3BR 

Company Registration No. 7244610. 
Registered in England and Wales 

VAT No. 104 9443 28 

• Copies of all Walk Throughs should be copied to the Head of 
Quality and Head of Operations. 

 
The Observation Process 

• All staff subject to observations outside of their probation period 
must have at least one of their sessions observed during the 
year; this observation is announced. The coach will be given three 
days’ notice prior to the observation. 

• Where a grade 3 or 4 is awarded in the observation, a further 
graded observation will take place within eight weeks of the 
report being sent to the observee where reasonably practical 
and a development action plan agreed.  

• Should a minimum of a grade 2 not be achieved in the second 
graded observation, s may be invoked. 

 
Procedure before observation 

• The Head of Quality will schedule a date for when the 
observation will take place. Notification will be communicated 
electronically via email to the observee, copying in their line 
manager.  

• Observees will also be emailed a notification containing 
information relevant to the observation taking place. 

 
During the Observation 

• Documents that may be requested during observation include 
Session Plans, Power points and resources. This list is not 
exhaustive.   

• To minimise the impact on learners, communication with the 
Observer should be limited to providing contextual information 
and evidence as requested. 

• As a guide, the length of observation will be as follows: 
 Teaching and learning activities – a minimum of 45 minutes 

in length and no longer than 90 minutes; the observer may 



leave and return to gather evidence of the impact of 
teaching, learning and assessment on the learners  

 Learner interview – the full interview  
 Learner review – the full review 

• The Observer must be as unobtrusive as possible, non-
participative and non-directive, unless there are health and 
safety or safeguarding issues. 

• During or after the session has taken place, the Observer must 
gather feedback from learners as supporting evidence of the 
impact of teaching, learning and assessment on their planned 
programme.  

 
After Observation 

• Following the observation, the Observer must give verbal 
feedback to the observee as soon as possible, but no longer than 
two working days after the observation has taken place or as 
soon as is reasonably practical. 

• The key strengths, areas for improvement and recommended 
actions for development should be discussed (where applicable). 
This does not necessarily include giving a grade. 

• During feedback, the Observer will focus on key areas of 
strength and areas for improvement identified during the 
observation.  

• The following principles should be used when providing 
feedback: 
 The Observer should start by asking the observee about 

their impression of the impact on learning during the 
session, including main achievements for learners, 
including progress and attainment against planned targets.  

 As the focus is on improvement, the Observer should 
provide constructive feedback that is specific and opens 
directions for improvement. 
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 Feedback should help lead to an action plan for personal 
development and where appropriate an agreement to use 
another observation as a way of reviewing progress. 

 Feedback should finish with a recap of the key strengths 
and positive impact on teaching and learning. 

• Observees are required to complete the Observation Self-
reflection Form after the observation and send a copy to their 
BOC, The Head of Quality and The Head of Operations. 

• During the feedback meeting both Observer and Observee 
should agree on an action plan that addresses areas of 
improvement identified during the observation. These must be 
completed using the action plan. 

 
Written Report and Action Plan 

• Within two weeks of the observation taking place, the Observer 
must issue the completed observation report and the action plan, 
together with the Observee’s Observation Self-Reflection Form 
to both the Observee and the Observee's line manager. 

• The observation documentation is expected to form part of PDP 
meetings to inform continuous professional development. 

 
Monitoring Process 

• The Head of Quality is responsible for ensuring there is a process 
for all Observations of Teaching and Learning, including graded 
observations, and that grades are recorded on the Single Central 
Record to ensure there is a central system for recording and 
monitoring of observations. 

 
Moderating & Standardisation 

• Moderating and Standardisation of Lesson Observations 
• Moderation meetings will be held quarterly with the Senior 

Management Team 
• Moderation activities will include: 



 Training and follow up activities, e.g., reviewing observed 
strengths and areas for improvement, to ensure that the 
completed observations reflect on learning and that 
judgements are evaluative with sufficient evidence to support 
the judgements. 

 Reviewing OTLA records to compare written comments and 
feedback. 

 Sharing Good Practice  
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Observation of Teaching, Learning and Assessment Record 
 

Coach Name (Observee)  
 
 

Observer Name 
 

Other staff (if present) 
 
Learner names in group 
 
 

Site/Client 
 

Plan for individual learners’ diverse needs including any reasonable 
adjustments made. –  

Yes   / No (attach copies) 
 
Workshop Title 
 
Date 
 

Start time 
 

Duration of 
session 
 

Duration of 
Observation  
 

Session Type 
 
 
 
Evidence of Preparation and planning: Yes /   No (attach electronic 
copies)  
 
 
If graded (for this 
session) 
 

 
Outstanding   /   Good   /   Requires improvement   
/   Inadequate 
 



 
EQUALITY, DIVERSITY, AND INCLUSION  
How well does the coach promote equality, raise awareness of diversity and 
tackle discrimination, victimisation, harassment, stereotyping, radicalisation, 
and bullying. 
 
KEY STRENGTHS OF SESSION 
(bullet points) 
 
 
 
 
 
 
 
 
 

KEY AREAS FOR DEVELOPMENT 
(bullet points) 
 
 
 
 
 
 
 
 
 
 

Signature of Observer:  
 
 

Signature of Coach 
 

Signature of validator/paired 
observer (if present):  
 

Date of feedback: 
 
 

PREPARATION, DELIVERY, ASSESSMENT AND FEEDBACK  
• Coach plans learning sessions and assessments very effectively so that all 

learners undertake demanding work that helps them to realise their 
potential.  

• Coach identifies and supports any learner who is falling behind and enable 
almost all to catch up. 

• ILP is fully completed, up to date and individuals’ support needs have been 
identified and are being met 
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• Both learner(s) and coach have a clear and shared understanding of the 
purpose of the session. 

• Coach involves the manager/mentor in the session.  
• Employer feedback and comment forms part of the review. 
• Coach is determined that learners achieve well. They have excellent 

subject knowledge and motivate and engage learners, who enjoy the 
work they complete.  

• Coach has consistently high expectations of all learners’ attitudes to 
learning and learners are set challenging targets to achieve. 

• Coach sets work that consolidates learning, deepens understanding and 
develops knowledge, skills, and behaviours and prepares learners very 
well for their next steps. 

• Coach uses questioning effectively and demonstrates a clear 
understanding of the EPA requirements. Assessment practice follows 
awarding organisation requirements. 

• Communication skills ensure appropriate language and pace with positive 
and constructive feedback. 

Observers report on above points: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

CONTENT, TEACHING AND LEARNING 
• Learners are curious, interested, and keen to learn. They seek out and use 

new information to develop, consolidate and deepen their knowledge, 
understanding and skills. They thrive in learning sessions and, where 
appropriate, use their experiences in the workplace to further develop 
their knowledge, skills and understanding. 

• Coach checks learners’ understanding systematically and effectively, 
offering clearly directed and timely support that has a notable impact on 
improving learning. 

• Coach is quick to challenge stereotypes and the use of derogatory 
language, including at work. Resources and teaching strategies reflect and 
value the diversity of learners’ experiences and provide learners with a 
comprehensive understanding of people and communities beyond their 
immediate experience. 

• Resources and teaching strategies reflect and value the diversity of 
learners’ experiences and provide learners with a comprehensive 
understanding of people and communities beyond their immediate 
experience 

• Learners understand key concepts, presenting information clearly and 
promoting discussion. 

• Coach check learners’ understanding effectively and identify and correct 
misunderstandings. 

• Coach ensures that learners embed key concepts in their long-term 
memory and apply them fluently and consistently. The curriculum is 
sequenced so that new knowledge and skills build on what learners know 
and can do and learners can work towards defined end points. 
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• Coach uses assessment to check learners’ understanding to inform 
teaching. 

• Coach uses assessment to help learners to embed and use knowledge 
fluently, to develop their understanding, and to gain, extend and improve 
their skills and not simply memorise disconnected facts. 

 
Observers report on above points: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
PROGRESS AND ATTAINMENT 
● Coach gathers a useful range of accurate assessment information and 

uses this to give learners incisive feedback about what they can do to 
improve their knowledge, understanding and skills. Learners are 
committed to taking these next steps and their work shows that almost all 
are making substantial and sustained progress. 



● Where appropriate, managers/mentors are provided with clear and timely 
information that details the extent of learners’ progress in relation to the 
standards expected and what they need to do to improve.  

Observers report on above points: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
DEVELOPMENT OF APPROPRIATE ENGLISH AND MATHS AND IF REQUIRED 
ICT SKILLS 
• Coach promotes, where appropriate, English, mathematics, ICT, and 

employability skills exceptionally well and ensure that learners are well-
equipped with the necessary skills to progress to their next steps. 

• Written English, verbal English and Maths mistakes are corrected 
Observers report on above points: 
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PERSONAL DEVELOPMENT, BEHAVIOUR AND WELFARE (including Health & 
Safety, British Values, Prevent, Social and Employability skills) 
• Learners are confident and self-assured. Their excellent attitudes to 

learning have a strong, positive impact on their progress. They are proud 
of their achievements and take pride in the work they complete with the 
provider and in the workplace 

• Learners understand how their education and training equip them with the 
behaviours and attitudes necessary for success in the future as reflected 
by the excellent employability skills they acquire and the achievement of 
relevant additional qualifications enabling them to pursue their career 
aspirations. 

• Learners are very motivated to learn; attend, are consistently excellent 
and meet challenging deadlines well. 

• Coach and learners deal effectively with instances of bullying behaviour 
and/or use of derogatory or aggressive language. They work well to 
prevent all forms of bullying, including online bullying and prejudice-based 
bullying. 

• Learners discuss and debate issues in a considered way, showing respect 
for others’ ideas and points of view. 

• Learners, where appropriate, can explain accurately and confidently how 
to keep themselves healthy. They make informed choices about healthy 
eating, fitness, and their emotional and mental well-being. They have an 
appropriate understanding of healthy relationships and are confident in 
staying safe from abuse and sexual exploitation. 

• Learners have an excellent understanding of how to stay safe online and 
of the dangers of inappropriate use of mobile technology and social 
networking sites. 

• The personal and social development of learners equips them to be 
thoughtful, caring, and active citizens. 



• Learners’ attitudes to their education or training are positive. They 
improve their attitudes over time. They understand their rights and 
responsibilities as learners. They are committed to their learning, know 
how to study effectively, are resilient to setbacks and take pride in their 
achievements. 

• Learners have high attendance (bearing in mind the context of the 
pandemic as necessary) and are punctual. This includes participating in 
any distance-learning activities, such as online learning and virtual 
learning environments. 

• Relationships among learners and staff reflect a positive and respectful 
culture where the principles of equality and diversity are nurtured.  

• Learners feel safe and rarely experience bullying, harassment, or 
discrimination. If incidents occur, learners feel safe and confident to report 
them, knowing that staff will take swift and appropriate action. 

 
Observers report on above points: 
 
 
 
 
 
 

 
 

LEARNER VOICE – comments /feedback from learners during the 
observation 
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Observed Coach Feedback 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Walk through observations 

To be completed by: MD/HoQ/HoC/HoO/BOC/Approved OTLA 
staff 
 

Coach:  
 

Site/Centre:  
 

Observor:  
 

Location / 
Room: 

 

 
Date:  

 
No. On 

Register: 
 

 
Number 
Present: 

 

 
Scheme of Work  Lesson Plan    

Context: 
(Session Reference; Week No,  Course,  Level,  Subject/vocational 
area; Activity e.g. week 20 functional skills workshop session level 2) 
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Key observations 

1. Learner engagement 
Did the session start on time? Was the coach well prepared for the 
session? Are learners present on time and ready to learn? Where 
there appropriate learning resources available? Do the 
activities/engage the learner sufficiently to lead to learning? How 
are the learners responding positively? 

 

Strengths: 

 
 
 
 

Areas for improvement: 

 
 
 
 

 
2. Assessment for learning 

Do learners understand the learning objectives? How does the 
coach check learning? Is this individualized to meet the learners 



needs? Is appropriate feedback given to learners so that they 
understand what is required of them? Are the learners stretched 
and challenged? Are SMART targets set to assist the learner 
meeting the learning objectives? Give examples and the impact on 
learning. 

Strengths: 

 
 
 
 

Areas for improvement: 
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3. Progression 
How are English, Maths, ICT, equality & diversity and PREVENT 
embedded in the lesson? How does the session prepare learners 
for EPA and progression? Give examples and the impact on 
learning. 

Strengths: 

 
 
 
 

Areas for improvement: 

 
 
 
 

Concerns and issues requiring immediate action (and dates for 
completion and by whom): 

Action Responsible Date 

   

   

Action for the Head of Curriculum/Head of Operations/Head of 
Quality: 



 Action Responsible Date 

   

   

 Coach Feedback 

 

 

 

 Circulation list: Head of Quality, Head of Operations, BOC and Staff 
Member. 

 
Supporting information: 
 This form should be completed for all walk throughs. 
 This form should be discussed with the learner within 48 hours and 

a copy sent to the coach for feedback. 
 Please complete every section of the form even if the response is 

None or N/A 
 

 The fully completed (with coach feedback) should be copied to all 
on the circulation list. 

 The observer is responsible for checking agreed actions have 
been completed/closed off. (This may be a further walk through) 
 



 

   

t: +44 (0) 161 327 1781 
e: contact@libraeurope.com 
LibraEurope.com 

Libra Europe Ltd 
Colony Piccadilly, 5 Piccadilly Place, 
Aytoun St, Manchester. M1 3BR 

Company Registration No. 7244610. 
Registered in England and Wales 

VAT No. 104 9443 28 

 Any urgent or immediate action, i.e. a serious health and safety or 
safeguarding issue which is putting the learner at immediate risk 
should be reported to the Head of Quality immediately. 
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