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Procedure 6.10.3 English language teacher observation  
 
Introduction 
 
The aim of this document is to explain the observation process.  Planning and observations of 

teaching and learning are a vital part of quality assurance and the procedures we follow will be 

scrutinised by British Council inspectors.  They will observe lessons too, so teachers are advised 

to regard observations conducted internally as preparation for inspection visits. 

  

Needs analysis 
 
Needs analysis and tutorials should be carried out for all students as soon as possible after they 

join the Academy and preferably in their induction week.  The information gathered from 

individual students should be added to group graphs. Course syllabus, ongoing selection and 

development of teaching materials and lesson plans should be informed by these results. 

 

Syllabuses and course books 

Syllabuses are structured according to selected course books, but designed to allow teachers to 

use a range of other resources including authentic materials wherever feasible.  Teachers are 

expected to use discretion in the use of syllabuses and course books, making sure they create 

weekly plans tailored to the specific needs and wishes of their students.   

Planning 

Each class will be allocated a main teacher, who will be provided with blank weekly plans and 

lesson plans.  Weekly plans should be completed by the end of the previous week by the main 

class teacher.  Teachers should indicate which page numbers and exercises of course books 

they aim to use in the weekly plan and should always put a copy in their course folder of any 

additional materials used.  The aim of keeping records in this way is to help teachers know what 

has been covered and avoid repeating a lesson with the same student(s).   

Photocopying 

The Academy is bound by copyright laws and if any published material is copied, the teacher 

must make sure the book name and author is written on the photocopies.   

Progress tests 

Teachers should incorporate some form of weekly progress test.  This could take the form of a 

formal or informal activity that enables students to recycle language they have studied.  For new 

students the progress test can also function as a diagnostic test.  All tests and notes of 

previous lessons must be made available in the class folder that will be kept at the college for 

teachers to consult. 

Weekly plan  

On the first column of the plan the teacher records the communicative aspects of lessons, 

focussing on skills e.g. speaking polite requests or reading an article on consumerism for 
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detailed information and a follow up debate.  In the second column the teacher records the 

linguistic aims such as grammar points, lexical sets and pronunciation. In the third and final 

column any resources to be used for each lesson are recorded, including exercises and page 

numbers. Teachers do not have to teach everything in the weekly plan; but if they do something 

different, they must make a record of it in the Actual if different row provided.  In addition to the 

weekly plan, teachers are given a lesson plan template. This needs to be completed by all 

teachers when being observed.  Details of lesson observations are given below. 

Type of observation 
 
There will be two types of observation carried out.  The first are Formal Observations. This is 

when the Academic Head or an inspector from an external body or organisation observes a 

lesson and gives formal written feedback. The second are Peer Observations, which are 

informal, but teachers are still asked to produce some written feedback.(see Procedure 6.10.2 

Peer review) 

 

Pre-observation meeting 
 
Before a formal observation, there must be a pre-observation meeting arranged by the observer.  

Typically this may be an email sent by the observer to arrange a time and date to carry out the 

observation, and to get some information about the teacher and students. 

 

Observation 

Teachers can expect to be observed for about an hour, but it may not actually be that long.  

They should make sure there is a spare table and chair for the inspector on the day of the 

observation with a copy of the weekly plan, lesson plan and materials they aim to use.  When 

being observed it is essential to provide a lesson plan using the template provided.  

Teachers should include clear linguistic and communicative aims and the stages and activities of 

the lesson must reflect these.   

Observation feedback 

After the observation, the observer will provide verbal and written feedback on the following: 

• The lesson plan  

• Classroom management 

• Achievement of linguistic and communicative aims  

• Manner 

• Suggested action points 

 

Tutor feedback 
 
During feedback teachers will be given the chance to discuss any comments.  In addition, they 

must complete a form expressing their views about the process and outcomes of the 

observation.   
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Appeals 
 
If a Tutor feels that comments in the observation feedback are unfair or inaccurate in any way 

they have the right to appeal.  

 

First they should make their concerns known to the observer.  If they are not satisfied with the 

response, they can put their appeal in writing to the Quality Committee.  The decision of this 

committee will be final. 

 

 


