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Observation of Module Session form – Tutor
Your Tutor will complete this form and discuss it with you.

During the session your Tutor will record if they are satisfied with the training for each of the criteria listed, using Y, N or NA, and add comments where required.

Y – indicates the Tutor was satisfied.

N – indicates the Tutor was not satisfied.

NA – indicates that the Tutor didn’t see any evidence.

The Tutor will feed back to you after the session and then send you a copy of this completed form within two weeks. 

By the time the form is submitted all sections will be marked Yes.

	Prospective Trainer’s name:
	
	Tutor’s name:
	

	Title of session:


	

	Date of session:
	
	Venue:
	

	Number of participants:
	
	Type of participants:
	

	Training plan attached:  
	Yes/No
	Is this training part of a team-delivered training  

Module 1, Task 14
	Yes/No 

	Is the observing tutor the same as the Prospective Trainer’s Tutor? 
	Yes/No 
	Module being assessed for:
	1, 2, 3, 4

Circle one


	Module 1 Task
	Planning 

(Complete prior to session)
	Outcome
	Comments 

	4, 15


	Has the training brief been agreed with the Training Organiser?

The brief should cover: 

· the aim and objectives and/or learning outcomes of the session, and any individual needs that are known 

· practical details of the session, including time and date, location, nature and experience of the participants, facilities available and budget.
	Yes/No

Yes/No
	An email to confirm is sufficient evidence 

	4
	Has the Tutor agreed the session plan with the Prospective Trainer?

Has the Trainer adapted a resource for this session?
	Yes/No

Yes/No
	

	4, 10
	Has the Trainer sourced all equipment and/or resources?
	Yes/No
	

	5
	Has a risk assessment been completed? 
	Yes/No
	


	Module 1

 Task
	Preparation  

(Complete at start of session)
	Outcome 
	Comments 

	6
	Did the Trainer arrive in plenty of time?
	Yes/No
	

	6
	Has the training facility been arranged in a suitable, welcoming manner?
	Yes/No
	

	6
	Are the conditions, such as the temperature, in the facility satisfactory?
	Yes/No
	

	6
	Has the Trainer set up interesting and relevant displays?
	Yes/No/NA
	

	5
	Has the risk assessment been checked/updated on arrival?
	Yes/No
	

	6
	Was the Trainer ready to welcome the participants when they arrived?
	Yes/No
	


	Module 1 Task
	Delivery 

(Complete during the session)
	Outcome  
	Comments 

	6
	Did the Trainer make the participants feel welcome and support learning? 
	Yes/No
	

	6
	Did the Trainer explain the domestic arrangements?
	Yes/No/NA
	

	6
	Were the participants aware of the aim and objectives/ learning outcomes of the session?
	Yes/No
	

	6
	Did the Trainer establish an effective rapport with the participants?
	Yes/No
	

	6
	Did the Trainer follow the training plan? Were any adaptations made?
	Yes/No
	

	6

(Knowledge 2)
	Did the Trainer use the Guiding Method (Five Essentials) to deliver the session?

· working in groups

· encouraging decision-making
· delivering a balanced and varied session
· showing care for individuals
· commitment to a common standard.
	Yes/No
	

	6 
	Were the known needs of the participants met? Did the Trainer help participants with their self-development throughout the session?
	Yes/No/NA
	

	6, 7 
	Did the Trainer involve the participants, giving opportunities for questions, comments and raising concerns throughout the session?
	Yes/No
	

	8

(Knowledge 2 & 3)
	Did the Trainer use an appropriate non-directive style? For Module 2, to answer Yes this must be for at least 75 of the session.
	Yes/No
	

	7, 8, 13
	Was the Trainer’s conduct towards the participants supportive and respectful? Was the Trainer considerate of their volunteer role?
· Did the Trainer use appropriate language and manner?
· Were the pace and tone appropriate?
· Was she appropriately dressed?
	Yes/No
	

	6, 8

(Knowledge 2 and 3)
	Did the Trainer take account of all possible learning styles, and ensure that a significant part of the session was devoted to activities?
	Yes/No
	

	7
	Did the Trainer communicate effectively with the participants, for example:
· use effective questioning

· listen actively

· read and respond to verbal and non-verbal communication cues from participants 

· present all key guiding messages positively?
	Yes/No
	

	8
	Did the Trainer demonstrate good presentation skills when delivering, including: 
· clear speech

·  appropriate projection

· appropriate body language 
· good use of a range of presentation materials? 
	Yes/No
	

	13 
	Did the Trainer work effectively with participants, showing the needs of volunteers were understood, and how to maintain an effective work/life balance? 
	Yes/No
	

	10 

(Knowledge 1)


	Did the Trainer use current programme and other Girlguiding resources?
	Yes/No/NA
	

	10 
	Did the Trainer provide resources for the participants to use in their role, as well as resources to enforce learning?
	Yes/No/NA
	

	10

(Knowledge 1)
	Were the appropriate policies and projects of Girlguiding including youth participation actively promoted? 
	Yes/No
	

	6
	Did the Trainer get involved with activities and tasks to ensure their effectiveness?
	Yes/No/NA
	

	6
	Did the Trainer manage the group effectively, including all behaviours?
	Yes/No
	

	6, 7, 9, 12
	Did the Trainer check the understanding of the group throughout the session?
	Yes/No
	

	6

(Knowledge 3) 
	Did the Trainer use activity-based training? 
	Yes/No
	

	6, 9, 12 

(Knowledge 11)
	Did the Trainer give constructive feedback to the participants?
	Yes/No
	

	6, 12 

(Knowledge 11)
	Did the Trainer take feedback from the participants during and at the end of the session?
	Yes/No
	


	Module 1 Task
	Clearing up 

(complete at the end of the session)
	Outcome  
	Comments 

	6
	Did the Trainer end the session appropriately?
	Yes/No
	

	6, 10
	Did the Trainer ensure the participants had all the supporting materials they need?
	Yes/No
	

	6
	Did the Trainer leave the training facility clean and tidy?
	Yes/No
	


	Module 1 Task
	After the Session

(complete alongside discussion with the Trainer)
	Outcomes 
	Comments 

	15
	Did the Trainer prepare her expenses and meet the budget set for the session?
	Yes/No/NA
	

	12

(Knowledge 11)
	Did the Trainer evaluate the session effectively?
	Yes/No
	


	Self–evaluation by Trainer (Please ask the Trainer for her views on the session she delivered. The Trainer should use a self-reflection form similar to the example in the Introduction pack)[Module 1 Task 12 and Knowledge 4]
	

	Summary of feedback from participant evaluations
[Module 1 Task 12 and Knowledge 4]


	

	Positive points of the training (notes of discussion)
	

	Broad areas for development (notes of discussion)
	

	Specific points for development  (notes of discussion)
	Please ensure this is added to your Personal Development Plan 

	Any other comments

	


	We confirm that the above is an accurate account of the training session and our subsequent discussion. 

	Signature of  Prospective Trainer
	
	Date 
	

	Signature of  Tutor  
	
	Date 
	

	Signature of Reviewer
	
	Date
	


