Professional Practice Guidelines for Reviewers :
1. The Coventry University management-led Teaching Observation Scheme
2. The Peer Observation Scheme

Introduction and overview of the professional practice observation process
The aim of a review of professional practice is to enable staff to improve their work as teachers through support from colleagues. It is a collaborative process that promotes a dialogue between staff about teaching and learning matters. The feedback provided should be both written and verbal and should provide the lecturer with a constructive review to enable them to move forward with their teaching and develop their professional practice.
Rationale
Review of teaching and teaching-related practices is underpinned by the conceptual framework of Scholarship of Teaching and Learning.  Good practice is promoted by encouraging teaching staff to reflect on their own practice and promoting conversations around teaching and learning.  The scheme drives and informs both individual reflection and dialogue.   Review of professional practice has been shown to be beneficial to staff at all stages of their teaching careers, helping to provide positive feedback to new staff and a mechanism for continual improvement for existing staff in the increasingly dynamic tertiary education environment.  In this way teaching observation provides a mechanism for helping to tackle areas of concern that staff have identified as well as supporting their professional development.
Approach
There are different models of peer review; Gosling (2002) identified these as:
· Evaluation model – which is characterised as judgemental and is typified by senior managers observing other staff;
· Development model – which is characterised as developing staff to achieve identified competencies and is typified by experts acting as peer reviewers;
· Peer review model – a collaborative model with teaching staff observing each other, developing a dialogue around teaching and learning.
The management-led teaching observation scheme is based on a combination of the Evaluation model and the Development model while the peer observation scheme is based on the peer review model.  Both these schemes are an important process in reinforcing self-assessment approaches, through dialogue with colleagues. Teaching Observation schemes recognise the value of having reviews undertaken by staff with appropriate teaching and learning expertise combined with training on how to conduct reviews.  
Operation
· Who will be reviewed?  All ‘teaching active’ staff will participate in the teaching observation scheme with the outcomes forming part of their individual professional development plan.  At least every other year this will be a management-led classroom observation.  For staff new to teaching they will also be encouraged to observe peers’ sessions, and may review them. It is recommended that Peer observation is also carried out every two years so that every year a member of staff will have a teaching observation either management-led or a Peer observation. 
· Who will conduct the review?  Management-led teaching observations will be carried out by staff at an appropriate level who have completed professional development training and are professionally recognised at either Fellowship or Senior Fellowship Level. Reviews will be undertaken by staff that have completed professional development in RPP.
Peer review may be carried out by any member of academic staff but it is recommended that they do attend professional development training.  
What will be reviewed? The term ‘Professional practice’ covers the broad range of activities undertaken to design, deliver, support and assess student learning and undertake research activities and Peer observations may be used to assess all these activities.  Management-led observations will focus on the delivery, support and student learning within the class room.  Please see the underpinning assessment criteria which should be used as a guide to indicate what areas of professional practice are being reviewed, but should not be interpreted too literally.
· How will the review be conducted? The review will be conducted according to figure 1 detailed below.  This will normally consist of three stages: identifying the focus for the review which is termed the pre-meeting; conducting the review; the actual observation; and the reflections or debriefing after the session has taken place.  There is then a fourth stage which will cover any development needs going forward.
· How will it be recorded? The detailed outcomes of the review will remain confidential between the reviewer, the reviewed member of staff and the Associate Head of School (Student Experience). However, it is expected that the outcomes of the process will form part of the individual staff member’s professional development plan which will be discussed with their line manager.  
· How will it be monitored?  50% of teaching active staff must be observed every twelve months under the Coventry University Management-led Teaching Observation Scheme.  Associate Heads of School (Student Experience) are responsible for the scheme and for nominating appropriately qualified staff to carry out teaching observations.  They will also monitor and report to the Office of Teaching and Learning. It will also be the responsibility of the AHoS (SE) to decide which members of staff will be observed each year. Those taking the PDCAPHE or applying for Professional Recognition will be given priority, as required. During this two-year cycle a peer review is also to be encouraged thus giving an alternative opportunity to share good practice and develop individuals' professional practice.



 Figure 1 – The review process
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1. The Coventry University Management-led Teaching Observation Scheme 
This is a developmental process designed to enhance student learning.  The process gives the member of staff an opportunity to reflect on their professional practice and how it has developed since their last observation.  The Scheme is management-led which means that the AHoS (SE) will select colleagues who have appropriate seniority and are professionally recognised by the HEA at either Fellowship or Senior Fellowship Level, to carry out the observations.   These colleagues will have attended a training session as an observer and understand how the scheme operates.    The module or lecture to be observed may be selected by the AHoS (SE) and the outcomes will be recorded in the individual staff’s professional development portfolio along with an action plan, a copy of which will be kept by the AHoS (SE). The Associate Head of School may decide to action any development needs which have arisen with the Academic Development Team or they may be addressed within the School.
The process also provides an opportunity to identify and capture examples of good practice which can be shared across the University, and provides a professional development opportunity for the reviewer as well as the reviewed through the exchange of ideas and best practice.  
Each member of staff should have a Management-led Teaching Observation every two years to review their professional practice. 
Observation of teaching and student learning activities as well as lecturing might include studio or lab work, seminars, problem-based learning sessions, students’ presentations, project and group work within the classroom. Only where there is no face-to-face teaching taking place at all by an individual should on-line teaching be observed as a part of this scheme. 
The scheme is collaborative, requiring equal commitment from both the reviewer and those being reviewed.  It should not be seen as something that is ‘done to’ staff. Therefore the intention is that it be used to inform individual professional development needs rather than as part of the formal appraisal process.
Framework for the Coventry University Management-led Teaching Observation
The Coventry University Management-led Teaching Observation Scheme is to facilitate scholarly approaches to teaching, not just the performance of teaching, including course design, curriculum content, ways of assessing students,  ways of stimulating student engagement, ways of challenging settled ways of thinking, provoking argument and gaining trust. 
The review process:
· Face-to-face observation of teaching and student learning activities – as well as lecturing  - this can include studio or lab work, seminars, problem-based learning sessions, students’ presentations, project and group work sessions; 
Choosing the session for the review
The session for review may be proposed by the AHoS (SE) or if not may be proposed by the staff member to be observed.   Sessions to be observed and the decision could be informed by: 
· issues identified from student evaluations; 
· themes agreed by the department; 
· strategic themes; 
· NSS indicators; 
· topics appropriate for further professional development. 
How are reviewers paired with staff to be reviewed? 
The AHoS (SE) will identify a group of approved reviewers who are recognised experts and are professionally recognised by the HEA at Fellowship Level or above. They will have undertaken professional development training in support of the scheme.  Reviewers will be selected from this group, recognising the different teaching and learning expertise they bring and their applicability to the focus of the review.
What are the responsibilities of the reviewer? 
The reviewer’s role is to: 
· explain the process and the role of the reviewer; 
· arrange a pre-meeting to discuss the session to be reviewed and discuss the session and consider the paperwork as provided by the person to be observed.
· agree the focus for the review; 
· assist the staff member to explore issues arising from the staff member’s definition of the teaching ‘focus/issue’ to be explored; 
· help him or her to reflect critically on those issues; 
· find ways in which the staff member can move forward constructively to further explore and find answers to the questions identified; 
· assist the staff member to identify further sources of information relevant to the topic; 
· provide appropriate written and verbal feedback; 
· Assist with identifying any professional development requirements;
· Arrange a feedback session with the observed in order to provide oral feedback and discuss and development needs or areas of good practice to be shared;
· Complete the paperwork and return the form to the AHS (SE).
It is not the reviewer’s responsibility to find solutions to problems posed by the staff member, but rather to assist the staff member to find solutions for him/herself and report back to the AHoS (SE). 
What are the responsibilities of the colleagues to be reviewed 
The observed’s responsibility is to: 
· identify one or more ‘face-to-face’ opportunities for review as guided by the AHoS (SE). Discuss the proposed session and provide the reviewer with all the appropriate information and documentation at the pre-review meeting; 
· identify relevant information and materials which will enable the reviewer to share the staff member’s perception of the topic chosen and to make these available to the reviewer in a manageable form; 
· identify and agree how the review processes will be conducted; 
· decide on the appropriate professional activity outcomes of the review process; 
· complete the paperwork; 
· attend the feedback session and participate in the discussion and make suggestions on how to move forward;
· Write a reflective piece about the observation for their future reference.
A note about confidentiality 
The process is confidential to the staff member, the AHoS (SE) and the reviewer.  All three parties are obliged to ensure that it is not discussed in any other forum.  The staff member is encouraged to write a reflective professional development statement to inform their appraisal process and for future reference.
The observation process does provide an opportunity to identify good practice.  Agreement for the identified practice to be shared as a case study requires permission of the staff member and should make no reference to the discussions within the observation process.
What are the outcomes of the process? 
The outcome of the review is intended to be: enhancements in teaching and learning, identified professional development targets and increased dialogue around teaching and learning.  
Staff members are encouraged to use their reflection as part of the process for identifying their professional development needs as part of the appraisal process.
Initiating the review 
Establishing the environment for the review process 
The reviewer needs to take the time to outline the scheme to the staff member emphasising its key principles. In particular, worth emphasising are: 
1. the role of the reviewer – to be non-judgemental, but nevertheless to ask critical questions; 
2. the confidentiality of the discussion; 
3. the focus on producing practical outcomes designed to be useful to the staff member; 
4. The role of the observation in stimulating continuing professional development. 
5. the importance of trust; 
6. the reviewer’s role is ask questions, to challenge assumptions and to help the staff member think through his/her own professional practice, but it is not the role of the reviewer to come up with answers or solutions. 
7. to conduct the review in a neutral space, but where staff can be uninterrupted. 
How much time is available? At the first meeting it is important to manage the expectations of the staff member. Be clear about the time available for the review. It is recommended that the teaching observation be approximately one hour.
Deciding the focus of the review 
The focus of the review is decided at the first meeting, although some preliminary discussion may happen by email.  Some staff may have a clear focus, which might be personal choices or informed by departmental or institutional priorities.  The reviewer’s role is to help the staff member choose a useful focus, by asking appropriate questions. Some key questions might be: 
· What aspects of student learning would be most interesting for you to explore within the session? 
· Are there aspects of your teaching or assessment practice that you would like to have specific feedback on? 
· What are your goals in teaching your subject? Are they being achieved? 
· What are the key areas for development identified by your AHS (SE) or the Department? 
· What issues are arising from student evaluations or APERs that require some attention? 
What makes for a good focus? 
Some characteristics of a good focus are: 
· a session that focuses on developing student learning; 
· a session that the tutor is interested in or curious about which can be further investigated; 
· a topic that raises questions about the nature of teaching, learning or assessment; 
· an area of teaching or learning which can be clearly defined; 
· an aspect that is new to the staff member, or innovative in a broader sense; 
· an aspect of teaching and supporting learning that has been identified as being of strategic importance. 
The reviewer may suggest some topics that the staff member had not considered – for example, use of learning technologies to enhance face-to-face teaching – but the focus of the review must be one to which the staff member agrees. 
The review is about teaching and supporting learning 
It may be necessary to think carefully about the boundaries of the review – what is excluded or what would not be relevant.  
Option for the reviewer to ‘opt out’ 
If during the discussion at the first meeting it becomes clear that the staff member wishes to consider a matter which the reviewer considers to be so far outside their experience that they feel they cannot proceed, then the reviewer can choose to inform the AHoS (SE) that it would be preferable to find a more appropriate reviewer. 
Equally the staff member may choose to state that they wish to proceed with the review with a different reviewer. 
It is intended that such ‘opting out’ will happen only rarely. Since the reviewer is there to ask questions, rather than provide solutions, it is not necessary for the reviewer to be an expert in the focus of the review. 
Conducting the review 
The review should be divided into four parts: the pre-meeting, the teaching observation, the debriefing and the administration following the process. (See figure 1 above)
The pre-meeting
The pre- meeting provides an opportunity to find out about the session and exchange information for example:
· is this the first time the observed has met this particular group or is it a group they have been teaching for the whole term?
· is the group made up of international students or a mixture of cultures? Are there any issues they want you both need to be aware of? 
· is there a particular focus requested by observed or observer for the observation i.e. use of technology, group dynamics.
The Teaching observation
The observation is intended to be a critical and constructive conversation focusing on the aspect of teaching and learning agreed at the first meeting. The precise format of the review is a matter for negotiation. The conversation about the chosen topic will be informed by: 
· the teaching and learning context defined by the staff member in the initial documentation and pre-meeting; 
· relevant documentation provided by the staff member to the reviewer (for example, course descriptors, learning materials, student feedback); 
· the experience of both participants in the review; 
· the Strategic Plan; 
·  research informed teaching. 
Whilst it is one of the functions of the review to identify aspects of the staff member’s teaching which are successful, it should not be merely a process of confirmation (‘patting each other on the back’). The role of the reviewer is to ask key questions that will help the conversation to be searching and productive. 
A good review will be one which stimulates the staff member to think about aspects of their teaching, or of student learning, to which they had not previously given serious consideration. It will help the staff member to think about ways in which further enquiry into his/her teaching would be beneficial to both him/her and the students. 
The reviewer is not presumed to be an expert who will necessarily know the answers to questions raised in the review. As a collaborative, peer process, the presumption is that whilst colleagues will share their experience and knowledge, new questions will be identified that will require further investigation. 
The scheme encourages a dialogue and reflection around teaching and learning.  The reviewer must ask questions that seek understanding and encourage reflection.
In order to achieve the right approach, the reviewer is encouraged to: 
· Avoid leading questions. 
· Resist the temptation to suggest their own preferred ‘solution’. 
· Open up issues that could become fruitful lines of enquiry. 
· Look for evidence in the teaching observed, or materials examined, that might illustrate a more general point about teaching. 
· Look for interesting approaches to teaching that are worth sharing with colleagues. 

The focus of the review will have been agreed at the pre-meeting. During the teaching observation, the reviewer will need to keep in mind both the focus of the review and the anticipated outcomes. 
Wherever possible it is preferable to have considered any documentation, or online materials, in advance of the meeting so that the meeting itself can be devoted to discussing the issues which arise. 
The reviewer needs to concentrate on the aspects of the teaching situation which are relevant to the focus of the review (rather than simply conducting a general observation). 
Take notes on the observed lesson with a view to collecting evidence to inform the discussion about the chosen focus of the review, rather than to provide a more generalised feedback. 
When looking at materials designed to support students’ learning, some questions that might be valuable are: 
· Is the language appropriate for the level of the students? 
· What assumptions are made about students’ pre-existing knowledge and experience? 
· Are students being encouraged to treat the materials critically? 
· Are the instructions for student learning clear? 
· How are different cultures recognised? 
· Will the materials encourage deep learning? 
Given the limited time available it is unlikely that the review will be able to come to definite conclusions about a teaching issue or find definitive solutions to teaching problems. An important part of the review process is, therefore, to identify: 
· what future lines of enquiry should be pursued; 
· what ideas can be tested through practice; 
· how to clarify the issues raised further. 
The debrief
This should be both written and verbal encouraging an exchange of views and resulting in a positive and constructive way in which to move the observer’s teaching practice forward.  This might culminate in a decision to ask for development by the Academic Development team or it might be a discussion on how to disseminate good practice across the school.
Administration
Whatever the outcome of the debriefing session the Teaching Observation Form must be signed and a copy provided for the AHoS (SE) together with a suggested action plan.
Examples of some possible questions to stimulate the review conversation as during the pre-meeting or during the debriefing: 
· What are/were you trying to achieve in your teaching? 
· What assumptions are/were you making about how students learn? 
· What is the role of the teacher in promoting learning? 
· What do you know about the students that influences the design of your teaching/learning delivery and materials? 
· How far is the learning materials/assessment processes aligned with the published module/course learning outcomes? 
· How do you feel the students respond to your teaching and to the learning activities you have organised? 
· How engaged are the students in your courses? How is the academic ‘level’ of the learning required by students communicated? 
· What in your teaching would you like to do differently? 
· How is the learning environment taken into account (e.g. work-based learning, field trips, studio, laboratory etc)? 
· Is the existing knowledge of students explicitly used or built-on? 
· How is literacy and numeracy embedded into the course?
· Are opportunities to develop generic skills fully exploited? 
· How are different kinds of student diversity taken account of? 
· How is feedback from students on their learning obtained and used? 
· How is feedback to students given? 
There are many more possible specific questions that are likely to be generated by the discipline context within which the review. 
Action to be taken by the AHoS (SE)
A programme of activities to disseminate good practice, such as workshops for staff or opportunities to observe staff that have been rated Excellent.
A bespoke development programme for that individual in consolation with the Head of the Academic Development team or appropriate development within the School for those where development needs have been identified as requiring.
A report on any issues regarding equipment or rooms which has been identified as a part of the process.
An annual report to be provided to the Office of Teaching and Learning at the end of each academic year.
2.  The Peer Observation Scheme
The Peer Observation Scheme is still applicable but will now be run informally. Colleagues may peer review each other either by choosing someone who they know and feel comfortable with or by requesting the Associate Head of School to suggest someone appropriate for them. The peer observer will have an opportunity to feedback to the observed on a range of their teaching practice. The term ‘Professional practice’ here covers the broad range of activities undertaken to design, deliver, support and assess student learning and undertake research activities.  It is not just what happens in the classroom, and a peer observation could be undertaken for a number of areas such as an on line module, running a meeting, to review marking or to try out something new such as the use of a piece of technology in the class room.  The Peer observation is an opportunity to try our new ideas and receive feedback from chosen colleagues in a ‘safe space’.  Staff are also encouraged to sit-in on a colleague’s session as part of their professional development.
Training for those who which to undertake peer reviews will also take place and staff who have just completed the PGCAPHE or would like to carry out teaching observations for their own personal development are encouraged to take part. As a model of peer review, participants are encouraged to share their experience of the process to inform their professional development needs.  Every other year ‘teaching active’ staff within the School should be Peer reviewed.
General principles of teaching observation
The Review of Professional Practice: 
1. is developmental in focus whilst also providing evidence to support the institution’s commitment to peer observation;
2. peer observation covers a broad range of activities more than face to face delivery such as running meetings, marking students work or trying out something new. For example, the teaching observations carried out by the academic development team in relation to the PGCAP HE are peer observations and as such are not Management Led;
3. is designed to enhance student learning; 
4. is an integral part of an individual staff member’s annual professional development plan;
5. applies to full, part time staff and Hourly paid staff; 
6. will be appropriately resourced and supported at an institutional level; 
7. is based on trust and confidence; 
8. provides an opportunity to acknowledge and disseminate good practice. 

Framework for the Peer Observation scheme
RPP is designed to facilitate scholarly approaches to teaching, not just the performance of teaching, including course design, curriculum content, ways of assessing students, ways of stimulating student engagement, ways of challenging settled ways of thinking, provoking argument and gaining trust. 
The form of the review is a matter of negotiation between the reviewer and the staff member, but in all cases the reviewer will need to see relevant documentation. A peer review could be an entirely document-based exercise or it could include other activities. 
Examples of review processes: 
· consideration of documents relating to course design, or assessment of student learning; 
· consideration of curriculum issues – for example embedding skills in the curriculum; 
· consideration of learning materials designed by the staff member and being used, or intended to be used, with students either on-line or as hard copy; 
· consideration of teaching skills – for example teaching, demonstrating, tutoring, lecturing, supervising – within the context of the relevant course documentation (may include observation of teaching); 
· observation via the Peer Observation Scheme might include an interaction between staff members. For example,  a team meeting discussing teaching, or design of a new course, or revisions to an existing course – with consideration of relevant course documentation and other relevant background papers. 
Choosing the topic for the review
For the Peer Observation scheme to be effective it will be essential to ensure that the peer review is not narrowly focused on staff performance in a teaching situation. The topic for review will be proposed by the staff member and the decision could be informed by: 
· issues identified from student evaluations; 
· themes agreed by the department; 
· strategic themes identified; 
· personal interests of the staff member; 
· topics appropriate for further professional development (e.g. e-learning). 
How are reviewers selected? 
Reviewers will be selected either by the person to be observed or by the AHoS (SE) if requested by the person who wishes to be peer reviewed. Recognising the different teaching and learning expertise they bring and their applicability to the focus of the review.  Cross-department Peer reviews are to be encouraged 
What are the responsibilities of the reviewer? 
The reviewer’s role is to: 
· agree the focus for the review; 
· assist the staff member to explore issues arising from the staff member’s definition of the teaching ‘focus/issue’ to be explored; 
· help him or her to reflect critically on those issues; 
· find ways in which the staff member can move forward constructively to further explore and find answers to the questions identified; 
· assist the staff member to identify further sources of information relevant to the topic; 
· comment on the draft of the reflective statement if appropriate; 
· Assist with a professional development statement if invited to do so. 
It is not the reviewer’s responsibility to find solutions to problems posed by the staff member, but rather to assist the staff member to find solutions for him/herself. 
What are the responsibilities of the ‘staff member’ 
The staff member’s responsibility is to: 
· identify one or more topics that can form the focus of the review and to agree one topic for the review with the reviewer at the pre-review meeting; 
· identify relevant information and materials which will enable the reviewer to share the staff member’s perception of the topic chosen and to make these available to the reviewer in a manageable form; 
· identify and agree how the review processes will be conducted; 
· decide on the appropriate professional activity outcomes of the review process; 
· write the reflective statement about the outcomes of the review process if appropriate and as required by the PGCAP HE; 
· write a professional development statement for use in appraisal (optional but encouraged); 
A note about confidentiality 
The peer review process is confidential to the staff member and the reviewer.  Both parties are obliged to ensure that it is not discussed in any other forum.  The staff member is encouraged to complete the relevant form prior to the observation. 
The review process does provide an opportunity to identify good practice.  Agreement for the identified practice to be shared as a case study requires permission of the staff member and should make no reference to the discussions within the process.
Initiating the review 
It is recommended that you follow the main three stages for the review as set out in See figure 1 above setting up a pre-meeting carrying out the observation and then providing feedback both written and verbal.
What makes for a good focus? 
Some characteristics of a good focus are: 
· a topic that focuses on developing student learning; 
· a topic that the tutor is interested in or curious about which can be further investigated; 
· a topic that raises questions about the nature of teaching, learning or assessment; 
· some aspect of his or her work that has been puzzling or problematic; 
· an area of teaching or learning which can be clearly defined; 
· an aspect that is new to the staff member, or innovative in a broader sense; 
· an aspect of teaching and supporting learning that has been identified as being of strategic importance. 
Conducting the review 
The review is intended to be a critical and constructive conversation focusing on the aspect of teaching and learning.
The conversation about the chosen topic will be informed by: 
· the teaching and learning context defined by the staff member in the initial reflective statement; 
· relevant documentation provided by the staff member to the reviewer (for example, course descriptors, learning materials, student feedback); 
· the experience of both participants in the review; 
· evidence from existing research. 
Whilst it is one of the functions of the review to identify aspects of the staff member’s teaching, course design, assessment methods (depending on the focus of the review) which are successful, it should not be merely a process of confirmation (‘patting each other on the back’). The role of the reviewer is to ask key questions that will help the conversation to be searching and productive. This Peer review will help you when you come to be observed as part of the Management-led Teaching Observation Scheme.
A good review will be one which stimulates the staff member to think about aspects of their teaching, or of student learning, to which they had not previously given serious consideration. It will help the staff member to think about ways in which further enquiry into his/her teaching would be beneficial to both him/her and the students. 
The reviewer is not presumed to be an expert who will necessarily know the answers to questions raised in the review. As a collaborative, peer process, the presumption is that whilst colleagues will share their experience and knowledge, new questions will be identified that will require further investigation. 
Examples of some possible questions to stimulate the review conversation: 
· What are you trying to achieve in your teaching? 
· What assumptions are you making about how students learn? 
· What is the role of the teacher in promoting learning? 
· What do you know about the students that influences the design of your teaching/learning delivery and materials? 
· How far are the learning materials/assessment processes aligned with the published module/course learning outcomes? 
· How do the students respond to your teaching and to the learning activities you have organised? 
· How engaged are the students in your courses? How is the academic ‘level’ of the learning required by students communicated? 
· What in your teaching would you like to do differently? 
· How is the learning environment considered (e.g. work-based learning, field trips, studio, laboratory etc.)? 
· Is the existing knowledge of students explicitly used or built-on? 
· How is literacy and numeracy embedded into the course?
· Are opportunities to develop generic skills fully exploited? 
· How are different kinds of student diversity taken account of? 
· How is feedback from students on their learning obtained and used? 
· How is feedback to students given? 
There are many more possible specific questions that are likely to be generated by the discipline context within which the review. 
The approach – to promote dialogue and the Scholarship of Teaching and Learning 
The Peer review encourages dialogue and reflection around teaching and learning.  It is for this reason that the philosophy behind this scheme is that of peer review, not the evaluation or judgemental models of observation; for the latter, there are underlying power relationships which may impact on how the process is perceived and enacted.  So, while the process will involve providing some feedback to the member of staff this should not be judgemental.  The reviewer must ask questions that seek understanding and encourage reflection.
In order to achieve the right approach, the reviewer is encouraged to: 
· Avoid leading questions. 
· Resist the temptation to suggest their own preferred ‘solution’. 
· Open up issues that could become fruitful lines of enquiry. 
· Look for evidence in the teaching observed, or materials examined, that might illustrate a more general point about teaching. 
· Look for interesting approaches to teaching that are worth sharing with colleagues. 
Conducting the review 
See figure 1 above for an overview of the process you might wish to adopt
Wherever possible it is preferable to have considered any documentation, or online materials, in advance of the meeting so that the meeting itself can be devoted to discussing the issues which arise. 
If the review involves an observation of teaching, the reviewer needs to concentrate on the aspects of the teaching situation which are relevant to the focus of the review (rather than simply conducting a general observation). 
Take notes on the observed lesson with a view to collecting evidence to inform the discussion about the chosen focus of the review, rather than to provide a more generalised feedback. 
When looking at materials designed to support students’ learning, some questions that might be valuable are: 
· Is the language appropriate for the level of the students? 
· What assumptions are made about students’ pre-existing knowledge and experience? 
· Are students being encouraged to treat the materials critically? 
· Are the instructions for student learning clear? 
· How are different cultures recognised? 
· Will the materials encourage deep learning? 
Given the limited time available it is unlikely that the review will be able to come to definite conclusions about a teaching issue or find definitive solutions to teaching problems. An important part of the review process is, therefore, to identify: 
· what future lines of enquiry should be pursued; 
· what ideas can be tested through practice; Feedback 
Even when conducting a more relaxed peer review one of the most important elements is the feedback session and it is still recommended to provide both written and verbal feedback.  Feedback is an opportunity to have an exchange of view on how the process went and to develop academic practice.

 Professional Accreditation and the PGCAPHE

Each person on the PgCAPHE will have a Coventry University Management-led teaching observation within their School or Department and also a peer observation carried out by the Academic Development team.
[bookmark: _GoBack]For those applying directly for Professional Recognition via the Coventry University Framework for Professional Recognition the teaching observation used for the application must be the Management-led Teaching Observation, carried out by your School or Department.
An individual professional development plan should be based upon a portfolio of evidence.  A portfolio has been described as:
A purposeful aggregation of items – ideas, evidence, reflections, feedback etc., which presents a selected audience with evidence of a person’s learning and/or ability (Sutherland & Powell, 2007)
Such a portfolio might include for example:
· Outcomes from the teaching observation
· Outcomes from APER meetings as they relate to individuals practice
· Student evaluations
· Reflections on professional development activity undertaken
· Reflections on conversations with colleagues
· Details of events attended
· Copies of reports or articles produced
Purposefully aggregating these items requires the individual to draw together ‘a story’ around these items of evidence for the selected audience.  In the case of an individual’s professional development plan this will to address what professional development they have undertaken and what their professional development needs are, with an indication as to how they have been identified.
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