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[bookmark: _Toc150438060]Introduction and Guidance Notes
Peer Review of Teaching at the University of Essex is a developmental and non-judgemental process to assist in both the development of individual educators and to assist in meeting the strategic educational goals of the Department/School/Team. Whilst all colleagues are welcome to engage in Peer Review of Teaching activity – further detail on the expectations for academic colleagues specifically (including those colleagues involved in the delivery of Apprenticeships, who are encouraged to observe and liaise with other colleagues involved in such delivery) can be found online via our Staff Directory.
This template is intended to help facilitate a meaningful peer dialogue about teaching and learning between teaching colleagues (the Observer and Observee). 
The template is provided in four sections:
A. Session and Review Information. 
To be completed by the Observee and shared with the Observer before the observation. It can also be helpful to share a Session Teaching Plan with your observer too.
If possible, it is recommended that the Observee and Observer meet briefly to prepare for the observation in a Preliminary Briefing Meeting (in person or on online). 
B. Standard observation / review prompt questions. 
To be completed by the observer during the teaching observation. Sections B and C will then be shared with the Observee and used as the basis for discussion in a Feedback Debrief meeting (in person or on online).
C. Additional observation / review prompt questions (Optional)
Additional prompt questions, provided by your School/Department/Team addressing the specific Priorities and Peer Review theme(s) that have been set for the year.
D. Review Completion 
Should be completed, signed and returned to the Peer Review coordinator (role as appropriate according to your Department/School/Team) following completion of the Peer Review process.
An Optional Self Reflection Planner that can be completed by the Observee to capture their key learning points.


A. [bookmark: _Toc150438061]Information about the teaching session and the review
Before the teaching session the Observee should – 
1.	Complete section A of this template
2.	Produce a lesson plan for your session (e.g. Appendix 1.)
3.	Share both documents with your observer a few days before your teaching session. 
4.	If possible arrange a short preliminary briefing exchange or meeting with your observer
	Observee’s Name
	

	Department/School/Team
	

	Observer’s Name
	

	Department/School/Team
	

	Teaching date
	
	Start Time
	
	End Time
	

	Teaching location
(Online/physical venue)
	

	Please describe the nature of activity/event being observed/reviewed: 
(e.g. a lecture, workshop, seminar, laboratory class or fieldwork session)

	

	Stage/Level/Year of Students
	

	Topic/Title
	

	Intended learning outcomes
What do you intend that the students will be able to know or do after attending the teaching session?
By the end of this session students should be able to:

	 
 


	Please note down any particular teaching objectives or particular teaching goals you may have?
e.g. to help the students / learners to get to know each other better, be inclusive, ensure the students are aware of common pitfalls, link to employability themes and so forth.

	

	Any Challenges
Are there any factors that it would be useful for your Observer to be aware of before observing your teaching session? 
e.g. How well do you know the students, what has happened in earlier sessions, the impact of assessment, the make-up of the student cohort and so forth?

	

	What aspects would you particularly like feedback on?
e.g. The structure of the session, the use and clarity of visual aids, the engagement of students and so forth.

	


B. [bookmark: _Toc150438062]Standard observation / review prompt questions 
During the teaching session the Observer should:
Begin to make observation notes against the prompt questions in section B and in section C (if included).
Immediately after the teaching session the Observer should:
Reflect and consider good practice in providing feedback in order to refine their observations notes so that the completed template can be shared with the Teacher to facilitate a constructive and useful Feedback De-brief conversation.
The Observee and the Observer should confirm the date, time and location of the Feedback De-brief (recommend scheduling 1 hour for this meeting).
	Prompt Questions
	Strengths
	Development suggestions

	1. Design and Planning
Is the session designed and planned appropriately?
(relevant issues may include…timings, sequencing, class structure and organisation)
	
	

	Are the aims and learning outcomes clear and appropriate?
	
	

	Is the session delivered to plan or adapted/changed - if so, why?
	
	

	2. Methods and Approach
Are the teaching methods appropriate – how do they support learning and achievement of the learning outcomes? 
	
	

	Is active learning and student engagement supported? If so how?
	
	

	3. Communication
Is the style of communication (tone, clarity and audibility) and pace and timing appropriate? 
	
	

	Regarding any visual aids used (e.g. PowerPoint slides)
 – are they clear, accessible and useful? Were points from the slides verbally expanded upon appropriately, without needing to read directly from the screen often?
	
	

	4. Content
Is the content appropriate and contextualised?
(e.g. examples used, connections made, is prior learning acknowledged?)
	
	

	Are any learning materials and resources used accessible, up-to-date and useful? Do any associated Moodle resources meet the Blended Learning Baseline requirements?
	
	

	5. Learning Environment
To what extent is a supportive, inclusive and effective learning environment created? 
	
	

	6. Evaluation
How will the teacher know if their teaching goals and learning outcomes have been achieved?
	
	



C. [bookmark: _Toc150438063]Additional observation / review prompt questions (Optional)
Each year your Department/School can use the Teaching Review process to support the development of particular topics or themes and so may wish to add an additional set of prompt questions to focus observations and de-brief conversations on these.
Example 1. – For the theme, ‘The use of Digital learning tools to support learning’
	Prompt Questions
	Strengths
	Development suggestions

	What learning technologies or digital tools were used in the session?
	
	

	Was inclusivity considered in the use of technology?
	
	

	Were there benefits of using the technology?
	
	

	Were there any challenges in using the technology?
	
	



Example 2. – For the theme, ‘Decolonising the curriculum’
	Prompt Questions
	Strengths
	Development suggestions

	To what extent are different voices and perspectives referenced/included?
	
	

	Was inclusivity considered in the design of the session?

	
	



Example 3. – For the theme, ‘Enhancing Employability’
	Prompt Questions
	Strengths
	Development suggestions

	Is there implicit or explicit relevance of the session to future employability?
	
	

	Are ‘employability skills’ developed/practiced in the session? (e.g. creativity or leadership)
	
	

	To what extent does the session reflect ‘real world’ examples and the world of work?
	
	



Example 4. – For the theme, ‘Inclusive Education’
	Prompt Questions
	Strengths
	Development suggestions

	In what ways is the diversity of the students acknowledged and respected?
	
	

	How are the learning needs of different students met?
	
	

	Are learning resources and materials provided and used with accessibility in mind?
	
	







[bookmark: _Hlk150270013]Example 5. – For the theme, ‘Use of visual aids in the learning environment’
	Prompt Questions
	Strengths
	Development suggestions

	Were any visual aids used (e.g. PowerPoint presentations) clear and concise?
	
	

	Were points from any visual aids verbally expanded on appropriately, without needing to read directly from the screen often? Did these key points allow the students to consider their own reflections?
	
	

	Were any visual aids used fully accessible to the entire student audience, with any individual learning differences considered?
	
	





D. [bookmark: _Toc150438064]Review Completion 
1. The Observee and Observer should meet (online or face to face) to discuss the teaching session in a Feedback De-brief meeting, at an agreed time and date.
At the end of the Feedback De-brief both the Observee and Observer should provide a comment on the Peer Review process and outcomes and sign the template.
To complete the Peer Review activity the Observee should send the completed Section D of the template (only) to the School’s Peer Review Coordinator.
	Observee’s Name
	

	Department/School/Team
	

	Observer’s Name
	

	Department/School/Team
	

	Key Dates
	
	Teaching Session
	
	Feedback de-brief  
	

	Observee - Summary comments and feedback

	

	Observer - Summary comments and reflections

	

	Examples of Good Practice 
(that can be shared anonymously with colleagues in the Department/School/Team)

	

	Any Challenges  e.g. A need for further support, training or resources, a course design or assessment issue (that can be brought to the attention of the Head of Department/School/Team)

	

	Observee’s signature:
	Observer signature:

	
	



[bookmark: _Self-Reflection_Planner_(Optional)][bookmark: _Toc150438065]Self-Reflection Planner (Optional)
The Observee can complete a self-reflection plan to help them capture their own key learning points and future actions arising from the Peer Review noting down the ideas and plans they have for their teaching practice going forward. 
	Key Learning Points
	Comment

	Two ideas I want to remember
	 

 

	Two things I plan to review / change
	 

 

	Two points I want to discuss with others

	 
 
 





[bookmark: _Toc150438066]Appendix Material
[bookmark: _1._An_example][bookmark: _Toc150438067]1. An example of a Session Plan
	Session title
	
	Teaching mode
e.g. A Lecture
	

	Date
	
	Time
	
	Location
	

	Aim and Learning Outcomes 

	 
 
 

	Session outline and structure	

	Time 
(minutes)
	Teaching and Learning activities
	Learning materials and resources

	Prior-learning task(s)
	
	

	5 mins
e.g. Welcome and explain context / relevance
	
	

	5 mins
e.g. Give learning outcomes
	
	

	15 mins
e.g. Initial teacher input giving information
	
	

	15 mins
e.g. Set class task to explore the topic further
	
	

	10 mins
e.g. Class feedback and discussion
to check understanding
	
	


	5 mins
e.g. Summarise key learning points and evaluate the session
	
	

	Total time = 55 mins
	
	



[bookmark: _2._Pre-liminary_Briefing][bookmark: _Toc150438068]2. Preliminary Briefing meeting guidance
It can be very useful to discuss / agree certain practical arrangement before the observation takes place. You may do this via email or in a short face-to-face meeting.
When will the Observer arrive?
Where will they sit?
If and how they will be introduced to the students/learners?
How the Observer’s presence and role will be explained to the students/learners?
Will the Observer take any active part in the teaching session? E.g. join break-out groups.
When and where will you meet to debrief and receive feedback following the observation?


[bookmark: _3._Good_practice][bookmark: _Toc150438069]3. Good practice in providing feedback
What is the purpose of giving Peer Review feedback?
The main goal of providing feedback is to assist your colleague in reflecting on their teaching which may involve pointing out their strengths, building confidence, together identifying where things might be developed and enhanced, offering support, sharing ideas and facilitating their post-session analysis and future planning.
In short – the more the Feedback Debrief feels like a collegiate and supportive conversation, the better and remembering that you are not seeking to assess, grade or judge your colleague.
Top Tips on providing useful feedback to a colleague following a teaching observation
1. Give yourself time – to both write your comments with care and have sufficient time for the de-brief feedback meeting.
Schedule the feedback debrief soon after the teaching session whilst the experience is fresh in your mind.
Think about the environment for the meeting, e.g. privacy or a neutral ground.  If online, it is beneficial to have cameras on and consider online etiquette. 
Thank the Observee for sharing their teaching session with you.
Ask the Observee for their thoughts and their self-critique first.
Be specific (don’t generalise) – use examples from the session to focus your questions and illustrate your points.
Lead with the positives -underline and explore what made something ‘work’ well. It is really useful to know what you should ‘keep doing’.
Focus on aspects of the session that the Observee can influence or changes.
Prioritise, focus on the most important aspects/issues.
Avoid saying, ‘If I were you I would…’ but rather ‘have you ever tried x, y or z before?’ so that you can explore options and consider their pros and cons.
Ask the Observee prompting questions rather than seek to ‘pronounce your views/ judgements’ e.g.
· What did you notice then…?
· What do you think the students felt about that?
· How do you think the break-out task went?
· Did that go as you planned and expected?
· Did anything surprise you?
· If you were delivering the session again tomorrow what, if anything, would you do differently?
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