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Description automatically generated with medium confidence]PGCE (Secondary) 
Quick guide for colleagues observing trainees

	This quick-guide is designed to offer some guidance for all teachers observing a University of Southampton trainee who is not also their mentor. 

Should you have further questions, it is advised that you discuss them with the trainee themselves (if appropriate) or their Curriculum mentor. 

	
	

	

Who is who?

	Curriculum mentor: Department based mentor, meets with trainee each week.
Professional mentor: Member of staff who oversees all trainees within the school. 
Curriculum Tutor: University tutor who is responsible for university training and school visits. 

	
Target setting
	Every fortnight the trainee is set targets (around 3).
As an observing teacher, the trainee is responsible for sharing these with you.
These should be used as a focus for your lesson feedback. 

	Lesson planning
	Lesson planning requirements can vary from trainee to trainee depending on their progress.
All trainees are expected to produce a lesson plan for all lessons on a university proforma at least up until Feb half term. After this stage, some trainees may move to other forms of planning as agreed with their mentor and Curriculum tutor.
Trainees should provide lesson plans/resources to you 48 hours before the lesson (2 working days). Again, in discussion with the mentor, this time frame may be subject to change depending on individual trainee circumstances. You should be informed of this by the trainee or their mentor. 

	

Written feedback




	Trainees have a minimum of 1 formal lesson observation per week – if you are asked to complete this then please fill in the formal lesson observation form (details below).

We encourage observing teachers to provide informal lesson feedback for all other lessons. This may be in an observation book or in an electronic form (the trainee should discuss the format with you).

For all feedback, please try to focus comments on the trainee’s specific fortnightly targets.
It is helpful if there is a balance between areas of strength and areas for development. 
It may be that it is not appropriate to mention every single area for development, particularly early in the training year. One or two areas for development with specific actions to help address these will be far more helpful than listing everything that could be improved. 
Again, focusing on those comments linked to the trainee’s fortnightly targets will be the most helpful. 

	

The formal lesson observation form
	1) The form should be provided for you by the trainee in your preferred format (printed or electronic).
2) Fill in the key information at the top of the form.
3) The trainee should have informed you of the focus for the observation. This should be linked to their fortnightly targets.
4) There is space for you to make notes throughout the lesson
5) Prompts to support feedback: Highlight or circle the relevant questions to help guide your discussion after the lesson. 
6) As per the instructions on the form, please identify the strengths of the lesson and one area of development.
7) On the back of the form, highlight all relevant statements that apply to that lesson. You may well not highlight every single row. The rows below the double line are more likely to be highlighted as the trainee progresses further through the course. 

	

Verbal feedback
	It is greatly appreciated if you can provide verbal feedback for all observed lessons. It is the trainee’s responsibility to approach you to arrange a convenient time for this. 
As with written feedback – it is most helpful if you focus on one or two areas for development and where possible make suggestions for specific actions to address these rather than listing everything that could be improved. 
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