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This document will outline the process for annual observations, the new approach for learning walks (previously supportive learning walks), as well as observation processes for Learning in Libraries casual tutors.
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1. At the start of each academic year the quality coordinator will review the tutor list and allocate an observation team/person for each tutor.
2. Tutors have one formal observation per year.
3. Once allocation of observer has been completed the observer should make contact with the tutor to agree a suitable class to observe (ideally within the Autumn term).
4. The observer notifies the development officer of the agreed date and the course to be observed (using shared inbox – HAQuality@hants.gov.uk).
5. Development officer adds this to the observation planning spreadsheet and adds the planned date to EBS.
6. 1 week before the planned observation the development officer will send a reminder to the observer and tutor of the observation, including their line manager.
7. The tutor should provide the observer with their planning and tracking documents for the observer to review prior to the observation.
8. Following the observation the observer should provide detailed feedback on the observed session, including discussing any suggestions for development/professional exploration.
9. The observer submits the written report to the Hampshire Achieves Quality email (HAQuality@hants.gov.uk ) within 3 days of the observation.
10. Development officer checks observation report for any errors and passes report to development coordinator for approval before sending to the tutor and their line manager.
11. Development officer adds details to action review spreadsheet (ARS) and EBS.
12. Line manager addresses actions with tutor and records outcome on ARS, following observable improvement the ARS is updated again to show action completed. 
 How annual observations are used: 
· The actions and strengths are used to provide an overview of our collective strengths and areas for improvement.
· The actions and strengths are used to inform CPD needs, but also to identify examples of best practice.
· The annual observations should be used as part of the County Councils valuing performance cycle. 
· The action points are monitored and discussed at PMG and/or COG.
· Department actions may be used to inform QIP actions.
· Department strengths may be used as evidence for SAR and QIP outcomes.
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Each tutor is expected to have a learning walk (previously Supportive Learning Walk) each term. 
Managers may make use of unplanned opportunities to conduct learning walks in addition to planned focus/themes/weeks. 
Learning walks are designed to be a tool for collective reflection and improvement, with the sharing of good practice across the team and HA. 
Learning walks by their very nature should be shorter visits than the annual observation, around 20 to 30 minutes each.
. Planning of learning walks 
a. Managers/Coordinators to discuss the focus for the terms learning walks, this should be linked to the QIP or follow up from training, it may also be decided on by the Quality Team.
b. You should work with the quality team to confirm the week(s) that these will be carried out, within the given time scale. For large teams’ different weeks may be allocated for different types of courses (e.g. ESOL one week, employability a different week).
c. Managers will confirm who will be completing the learning walks, this could be just one person or several people.
d. If help is required from the quality team, then this should be negotiated with the Quality Manager.
e. In addition to the themed learning walks as set by quality team, additional learning walks can take place at the managers discretion without prior notice to or from the quality team. 
 Following learning walk activity: 
· A record of every LW, planned or unplanned will be completed on the HA27, which the observer will save in a secure folder within the ATL or YPL teams channel (link shared with quality team).
· Observer gives verbal feedback to the tutors they have visited.  
· Manager/observer provides collective summary at team meetings/training days as to what has been observed.
· Any concerns regarding practice should be addressed through the tutors regular 1:1 or at a specific meeting. Where necessary managing performance measures might be instigated.
· Manager includes a summary of the learning walks within their PMG reports. 
 Quality team involvement 
The Quality team will regularly monitor LW activity by accessing the shared folder. They will record dates on the tutor list on the OTLA planning and monitoring spreadsheet and at the end of each LW window and will let managers know if there are any LW’s still outstanding. The quality team will write a brief summary of key findings each term. 
Reports will not be checked for accuracy but will be monitored to see if there are any training needs or other matters arising. 
 How learning walks will be used 
· Learning walks can provide evidence for QIP outcomes.
· Learning walks can provide evidence for impact of training.
· Learning walks can provide evidence for future training needs.
· Learning walks can provide discussions of how to be even better or to celebrate achievements at team meetings, as well as COG and or PMG.
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1. Tutors will have one formal observation per year.
2. At the start of each academic year the Development Coordinator will review the tutor list and allocate an amount of LiL tutors to each observer.
3. EBS is used to generate a list of courses running which will then be shared with observers.
4. Observers select a course and tutor they can observe and then the Development Officer adds this to the observation Planning Monitoring and Follow Up Spreadsheet and adds the planned date to EBS.
5. The LiL Coordinator will have access to the Planning, Monitoring and Follow up spreadsheet to ensure no clashes with LW take place.
6. 1 week before the planned observation the Development Officer will send an email to LiL (Jo Bourne and shared inbox learninginlibraries@hants.gov.uk).
7. The tutor should provide the observer with their tutor file for the observer to review prior to the observation.
8. Following the observation the observer should provide feedback on the observed session, including discussing any suggestions for development/professional exploration.
9. The observer submits the written report to the Hampshire Achieves Quality email (HAQuality@hants.gov.uk ) within 3 days of the observation.
10.  Development Officer checks observation report for any errors and passes report to Development Coordinator for approval before sending to LiL.
11. Development Officer adds details to action review spreadsheet (ARS) and EBS.
12.  Line manager addresses actions with tutor and records outcome on ARS, following observable improvement the ARS is updated again to show action completed. 


[bookmark: _Toc209692434]Observation and support for new Learning in Libraries tutors 
Following successful completion of the recruitment of new tutor the following supportive induction should take place 
1. New tutor induction checklist followed (HA24).
2. Details of new tutor added to monthly provider return.
3. New tutor induction should be initiated prior to start of delivery, including new starter process for Participation and Lifelong Learning. 
Specific induction to role: 
· All new tutors are given a Tutor Handbook (digital)
· Introduction to RARPA or curriculum delivery, including tutor file expectations 
· Safeguarding, British values and prevent training and expectations 
· Linking up with another tutor 
· Share good examples of paperwork, particularly the HA05 
· Peer observation of other tutor(s) if possible 
4. An OTLA will be carried out within the first 6 weeks of delivery, ideally within their first course (same process as annual observation above).
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1. LiL tutors do not have to have a LW every term however managers can carry out LWs as needed, e.g, a follow up from an OTLA or to explore specific areas relevant to their QIP.
2. So that tutors do not have a LW on the same day as a planned OTLA, LiL managers will have access to the confidential OTLA Planning, Monitoring and Follow up spreadsheet.  
3. The HA27 should be completed for every LW or group of LW’s. It should then be saved into the ATL 25-26 Contract and Quality Management Channel within the Supportive Learning Walks folder.  
Supportive Learning Walks 25-26 
4. These may be periodically reviewed by the Quality team or ATL team. 
5. LW’s should be recorded on the monthly provider return. 
6. LW’s will also be carried out on tutors who only deliver self-funded courses.
How Learning in Libraries observations are used: 
The Learning in Libraries observations will be used in the same way as the observations for permanent staff within Hampshire Achieves, to drive improvements, monitor quality, and inform training and development needs.
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If you have any questions prior to completing an observation or following an observation then please do not hesitate to contact the Development Coordinator or Development Manager.
In addition to this review please also make sure you are familiar with the OTLA Report Writing Guidance, as well as the OTLA Policy.
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