GUIDELINES FOR PEER OBSERVATION
There are three stages to peer observation; the pre-observation meeting with a peer who will observe your teaching, the observation session itself, and a meeting with your peer to get observational and/or constructive feedback.
Pre-Observation Meeting

The purpose of the pre-observation conference is for you to review your teaching plan for the session or lecture to be observed and to explain to the observer what elements of your teaching you would like them to observe. The more information you can give the observer, the better the feedback from the session.

You may wish to consider the following items for discussion in your pre-observation meeting:
· The aims and learning outcomes of the session/lecture to be observed.

· What teaching methods will you use during the session/lecture.
· What exactly you would like the observer to observe and how those observations will be noted – reference to completion of observation forms.
· The time the observer is expected to enter the lecture room.

· How students will be informed of the purpose of the observer in the room.
· Your concerns or concerns of the observer.

Observation Session

· The observer should arrive in adequate time before the agreed time.
· The observer should be briefly introduced to the students and a brief explanation of why the observer is present should be given.
· The observer should not ask questions or participate in activities - they are there only to observe the elements agreed in the pre-observation meeting.
· The observer should complete the observation form and any notes as agreed in the pre-observation meeting with the lecturer.
· The lecturer should write some reflections of their own experience of the observed session as these will be useful to compare with the observers notes. You can use the Post Lecture/Teaching Session Reflections Sheet to guide you in this.
Post Observation Meeting
Again the post observation meeting is called by the lecturer to get constructive feedback from the observer on the elements they were asked to observe during the session and to explain their observation notes. The lecturer determines the level of discussion they are comfortable with in relation to feedback or suggestions beyond the notes taken during the session.  

· This meeting should take place within a week of the observation while the events are clearer in the minds of both the observer and the lecturer.
· The observer should give a written copy of the observation form and any notes taken to the lecturer and explain the notes.
· Feedback should begin with positive feedback and be honest and constructive.
Constructive feedback should:
· Focus on the behavior rather than the person. 

· Be descriptive rather than judgmental to avoid defensive responses. 

· Be specific rather than general for clarity. 

· Be constructive where possible.
· Be relevant to the observation sought by the lecturer in the pre-observation meeting.
· Be communicated clearly both verbally and in writing.
· Provide ideas for further discussion or observation by the lecturer if desired.
· Be based on concrete observations so that any constructive criticism can be justified.
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