
 

 

 

 

 

 

 

TALOS Handbook  2014 

 
 

 
 
 
 
 
 

 
  



          © 2013 Cheynes Training                                 Page 2                                   TALOS Handbook V2.2 

 

Contents 
 

Introduction  3 

Cheynes Training Organisation Chart  3 

Roles and Responsibilities in Teaching and Learning   4 

Teaching and Learning Flowchart  8 

Risk Rating for Frequency of Sampling  9 

Paired Observation Criteria  10 

Observation Report Moderation Criteria  13 

Observation of Teaching and Learning Report Moderation  13 

Organisation of TALOS Report Moderation  13 

Teacher and Observer Risk  20 

Appendix Index  21 

RTA TALOS Confirmation Letter  22 

Blank TALOS Observation Form  23 

Blank TALOS Action Plan  25 

Blank TALOS Tracker Form  26 

Observation of Teaching and Learning Mind Map  27 

Observation Appeals Procedure  28 

Teaching and Learning Session Delivery – Observation Criteria  28 

Guidance for using Evaluative Language  30 
   

Guidance on Delivering Feedback Effectively  32 

Guidance on Grading and Judgements - Observer and Observed  36 

Example of a Grade 1 Observation  41 

Example of a Grade 1 Observation  46 

TALOS Moderation Report Tool  47 

TALOS Moderation Report  48 

TALOS Moderation Action Plan  49 

Glossary  50 



          © 2013 Cheynes Training                                 Page 3                                   TALOS Handbook V2.2 

 

Introduction to the Cheynes Training – TALOS Handbook 
 
This Handbook applies to all teaching and learning that takes place within Cheynes Training 
whether or not employed directly by Cheynes Training. The documentation sets out the 
process by which teaching and learning should be embedded and used in conjunction with:  
 

 Training Approach Model to Teaching, Learning and Assessment 

 Assessment and Internal Verification Policy and Procedure 

 Wellbeing Policy 

 Cheynes Training Handbooks 

 
All of the above policies along with this handbook can be accessed via the 
Cheynes website. 
 

 

Organisation Chart 
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Roles and Responsibilities for the Teaching and Learning Process 
 
Each participant in the teaching and learning process has a specific set of responsibilities, these 
are highlighted below. 
  
The Observer: 
 

1. Two weeks before salon visit, send confirmation letter (see Appendix 1) to salon so that: 
  

 Teacher has advance notice and can prepare everything for the visit 

 The observation must be a minimum of one hour 

 Candidates and Teachers are available for teaching observation and feedback 

 Teacher books out time before and after the observation for discussion with the RTA 
 

2. Seven days before salon visit, RTA to phone teacher to confirm visit and check: 
 

 Candidates will be available and a teaching session will be taking place 

 Specified teachers will be available on the day 

 Specified documents as requested on confirmation letter will be available 

 And remind themselves of the observation criteria and the types of performance notes  

they should be recording 
 

3. Prior to visit, organise documentation: 
 

 TALOS form and action plan (see appendix 2 and 3)) 

 TALOs Tracker (see appendix 4) 

 TALOs laminates (se appendix 5) 

 Previously completed TALOS form for review purposes 
 

4. On day of visit arrive at the observation location in good time to engage with the teacher prior  
    to the observation and: 
 

 Have all relevant observation recording and related documentation to hand 

 Ensure that staff being observed are aware of what happens after the observation and 

the associated timescales, including when and how feedback will be delivered 

 understands the TALOS form 

 Are aware of the appeals procedure (See appendix 6) 

 Understand that they should carry out their work as they would if the observer was not 

present and not seek to do things just to ‘impress’ the observer 

 Understand that that they should not seek to involve the observer as an active 

participant in the session 

 

Discuss: 

 Occupational and Teaching and Learning CPD 

 Teacher action plans  

 where they would like you to sit 

 Candidate attendance register 

 Candidate group  profile 
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5. During the observation: 
 

 View last, current and next lesson and clock lesson plans (or equivalent) 

 View Annual Plan 

 Do not take part or interrupt the session 

 Complete TALOS form in conjunction with the observation criteria (see appendix 5) by 

recording  detailed evaluative performance notes which accurately and fairly capture 

how well the member of staff is managing the session and achieving its purpose(s) 

using the guidance words on evaluative language (see Appendix 8). Start to write your 

notes straight away. 

 Constructively manage requests from learners for assistance [e.g. in learning sessions if 

learners ask for help, or ask for confirmation that they are completing  tasks correctly], 

so that you do not become engaged in the session 

 Make notes of things you want to clarify with the teacher or candidates 

 Informally interview candidates; this could be one to one or in a group  and make sure 

that you ask permission first. Position yourself so that you are eye level 

 Ensure that questions to learners are as clear as possible and do not directly or indirectly 

infer that a member of staff is not completing tasks as well as they should 

 Only learner’s first name to be used on report. 
 
 

6. After the observation: 
 

 If possible, allow a 20 minute gap between the observation and feedback to the teacher 

for reflection on the session. 

 Deliver informal feedback which should be constructive, clear and unambiguous – (see 

Appendix 9) 

 Inform the teacher the formal feedback and grading plus an action plan should be given 

to the teacher via telephone within one week after the observation (see appendix 10).  

 A Candidate interview may also take place 
 

7. After visit, make sure all documentation is managed correctly: 
 

 Update all other related teaching and observation paperwork 

 Keep rough notes / judgements  as supporting documents 

 Copies of the following documents must be sent to the Technical Director 

 Confirmation letter 

 Completed TALOS form and action plan  

 Copy of notes taken 

 Copy of lesson and clock plan 

 Annual Plan 

 Any hand outs used by teacher 

 Highlight any key issues to Technical Director/Programme Director, as appropriate 

 Identify and inform the Technical Director of any teachers at risk. 

 Transfer all completed documentation to RTA salon file (including a copy of the lesson 

plan etc.) 

 Formal feedback and grading plus an action plan should be given to the teacher via 

telephone within 48 hours after the observation (see appendix 10).  

 An example of a completed TALOs Observation report can be found for Grade 1 and 4 in 

appendix 11 and 12. 
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8. An observer must ensure, when completing TALOS, that they: 
 

 Are consistent with their wording i.e. the words lesson plans should be used and not 

session plans 

 Use words in the report which reflect the overall grade i.e. if a comment is entered 

under a strength, then the word ‘good’ should not be used within the write up. See 

appendix  8 for guidance on using evaluative language 

 Do not write statements such as “good resources” but explanation should be given as to 

why the resources were good 

 Observe using the appropriate observation criteria (see relevant Appendices) 

 Observe Equality and Diversity and Safeguarding during all teaching sessions 
 

The Teacher should: 
 

 Ensure that they use an approved annual training and lesson and clock plan (or the 

equivalent) 

 maintain a lesson plan file 

 Make certain that on days that they are being observed, copies of the annual plan and  

lesson plans (previous, current and next) are made available for the observer to take 

away 

 Ensure copies of resources/ hand outs for the observed lesson must also be available for 

the observer to take away 

 Only use theory resources approved by a RTA 

 Have a Candidate profile and attendance available. 

 Make sure they possess technical competence and up to date expertise at a level 

consistent with the learning programme 

 Ensure that Candidates who took part in the observed lesson are available to be 

interviewed by the observer (if required) 

 Make certain that attendance and punctuality of learners is monitored 

 Make sure learners use safe working practices at all times. 
 

The Technical Director will: 
 

 Ensure there are effective Observation report Moderation and Observer Practice 

standardisation practices in place. 

 Be the main point of contact for the External Consultant.  

 Identify observers at risk.  

 Track observations to ensure all sites/ teachers are being covered.  

 Implement improvements that are needed. 

 Ensure that all new observers are observed within the first 12 weeks. 

 Develop and track changes to requirements. 

 Be a member of the Appeals procedure panel. 

 Include teaching and learning as an Agenda item in each Programme Conference. 

 Observe all RTAs completing a review for a candidate. This will include the TVR, ILAs 

and CMTs over a period of time. 

 Carry out pairing observations with all RTAs on a yearly basis or a nominee person 

 Maintain the Teachers data base which will monitor the following: 

Grade per teacher, Risk per centre / Academy, Teacher at risk,  observer at risk 
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The Programme Director will: 
 

 Liaise with Technical Director on all aspects of their roles. 

 Be a member of the appeals procedure panel. 

 

The External Consultant will: 
 

 Give advice and guidance to Programme Director and Technical Director on all aspects 

and changes to do with Ofsted inspection. 

 Together with the Technical Director, ensure that observation of teaching and learning 

strategy is constantly being developed and reviewed. 

 Observe and train Observers (RTAs) on how to complete observations. 

 Act as key observer and feedback to Observers (RTAs) on the process 

 Act as a moderator with the Technical Director every 6 months to sample reports on 

observations. 

 Give advice and support on key areas of the quality criteria i.e. teaching and learning 

environment. 

 Critique all documents produced by Cheynes Training to insure that they are fit for 

purpose. 

 Provide examples of good practice. 
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Risk Rating for Frequency of Sampling for an Observation: 
 

Sampling 
Method 

Risk Sampling Frequency 

Observation 
and 
documentation 
evidence of 
teachers  

Outstanding   At a minimum of every 12 months. 

Good   At a minimum of every 9 months. 

Requires 
Improvement 

 At a minimum of 6 months.  

Inadequate  

 

 

 At a minimum of 6 weeks. The 
frequency would be reviewed against 
the number of candidates that the 
teacher was responsible for.  An 
academy teacher could be re-sampled 
2 weeks later.  

New teacher  Within 12 weeks of starting to teach 
(no grade to be awarded for 1st 
observation) 

Quality monitoring of teaching 
observations by the Technical Director 
or the external consultant  

 At a minimum of every 6 months for 
an experienced observer. 

 Within the first three month of a 
newly appointed observer. 

Candidate interviews  To be completed if required. 

Standardisation Meetings  To be held every 6 months. 

Moderation Meetings  To be held every 6 months. 

 

Additional factors that could also affect the frequency and type of Observation 

activity:  

a) Types of candidates. 

b) Number of candidates 

c) Location and teaching environment 

d) Slow achievement rates for particular elements/units and or groups of candidates. 

e) Lack of consistency in evidence for some outcome/units. 

f) Lack of consistency in interpretation of units/standards. 

g) Inexperienced/experienced teachers. 

h) Teaching methods used. 

i) Feedback from candidates. 

j) Feedback from observer 

k) Feedback from employers 

l) Reflective account from teacher. 

m) Feedback from Moderation meetings. 

n) Teaching of new standards / qualifications / units / levels of an award. 

o) Timely achievement rates 
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Paired Observation Procedure and Criteria 
 
This procedure, including the specified observation criteria, are to be applied where a Teaching 
and Learning Observer is being observed, for Quality Assurance and or personal development 
purposes. The purpose of this procedure is to ensure that: 
 

1. co-observations are undertaken to a consistently high standard 

2. observers clearly understand what the process involves 

3. co-observers clearly understand what their role is in the co-observation. 

 

The Technical Director will determine, usually as a result of the outcomes of a panel observation 
report moderation exercise, which teaching and learning session observers, would benefit from a 
co-observation. 
 

Terminology 
 
Co-observer - the person responsible for undertaking, the of the teaching and learning session 
observer. 
 
Observer - person undertaking the observation of teaching and learning session. 
 
Co-observation Session Arrangement 
The nominated co-observer has responsibility for the organisation of a co-observation.  He or she 
will contact the observer and arrange when the conservation will take place. The time, date, and 
session to be observed should be mutually convenient. If for whatever reason difficulties arise in 
arranging the co-observation, the Quality Manager may intervene and specify the time, date, and 
session to be observed. 
 
Observation Criteria for Co-observations 
The observation criteria for co-observations, are divided into the following four groups. 
 

1. Judgements 

2. Before An Observation 

3. During The observation 

4. Feedback 

 
Judgements 
 
The observer’s: 

 judgements are evaluative and not simply descriptive statements 

 judgement on learning correspond very closely with that of the co-observer 

 grade for the session corresponds exactly with that of the co-observer 

 other judgements correspond closely with those of the co-observer 

 judgements are supported by sufficient and relevant evaluative performance note 

evidence 
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Before An Observation 
 
Before the session started the observer made effective use of the time with the tutor to: 
 

 obtain, as appropriate, essential information about the: 

 learners in the group  

 planning of the session  

 design and use of learning materials 

 use of learning resources and accommodation 

 

 ensure they understood the: 

 observation process  

 obligations and responsibilities of all parties,  

 what criteria were being applied 

 when feedback would take place and how this would be managed 

 

During the observation 

 
During the observation the observer: 
 

 ensured that the tutor effectively and appropriately introduced them to the group 

 made effective use of opportunities, or where necessary, created opportunities, to 

check learner understanding at appropriate points throughout the session by: 

 observing their completion of work tasks or skills performance tasks 

 observing and monitoring the interaction between learners in paired or small 

group learning activities 

 asking questions which required the learners to reveal the level of their 

understanding of topics being taught 

 positioned themselves discretely and minimised their impact on the session 

 ensured that during interaction with learners they: 

 did not through questioning intentionally or otherwise infer the teacher was not 

doing what they should do 

 appropriately deflected any learner questions about the session subject matter 
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Feedback 
 
Informal feedback should be given after the observation but no grade should be confirmed at this 

point. The Observer should first reflect on the observation and give formal feedback and confirm 

the grade by telephone within 48 hours. 

 
 

In delivering feedback the observer: 
 

 reminded the tutor clearly, and in an appropriate manner, about the ground rules for 

feedback, including the professional etiquette expected of the observer and the tutor, 

during the feedback 

 demonstrated that they had considered how the tutor might react to the feedback, by 

selecting an appropriate methodology / approach 

 selected an appropriately discrete location for the feedback 

 ensured the tutor clearly understood each component of the feedback by using an 

appropriate range of specific evidence, which helped the tutor to accept the judgements 

 ensured that the magnitude of the words selected, and  tone of voice used to describe 

each strength and each area for development judgement, or theme, was proportionate 

to the significance of the judgement or theme, and promoted understanding 

 used eye contact and positive body language effectively, to support the delivery of the 

judgements 

 presented the strengths and areas for development at a pace, and in an order, that 

helped the tutor  understand and accept the judgements 

 [if it was appropriate in the circumstances to offer such suggestions] made effective 

suggestions for improvement 

 gave the tutor, where appropriate, adequate opportunity to: 

 explain and clarify why they had taught they way they had 

 seek clarification of the observer’s judgements 

 clearly  identified the next steps in the process, including where appropriate, how and 

when: 

 support for improvement would be organised 

 aspects of their teaching / training deemed particularly effective would be 

disseminated  

 generally avoided the use of: 

 passive and subjective language such as “Perhaps. Possibly. In my opinion. I 

think. I feel.” 

 language which suggests the individual as a person, rather than their actions 

are being judged such as: 

 “You tend to…” 

 “I was disappointed / surprised / concerned / pleased / that you …. “ 

 “I can understand why you did X but you ought to have known better” 
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Action Planning (see also Appendix 3) 
 

An action plan should be created for each observation where the grade is either 3 (requires 

improvement) or 4 (inadequate).  Any teacher who achieves grade 1 (outstanding) or grade 2 

(good) should provide their own action plan. 

 

Examples of support and development available include: 
 

 TTT1 and TTT2 

 Online modules such as Creative Teaching module (parts 1 and 2), Producing clear and 

measureable learning outcomes. 

 

Observation Report Moderation Criteria 
 
In addition to ensuring that all required aspects of the Observation form are completed correctly 
the moderator will moderate the content against the following criteria. 
 

1. There is a clear judgement about whether learning took place, which indicates how extensive 

the learning was, and this is consistent with the grade given to the session. 

2. What the learners were supposed to learn from the session is clearly described in the 

observation report. 

3. The judgements are evaluative statements (i.e. very clearly explain what worked well, or not 

well, in the session) rather than descriptive statements. 

4. Each judgement is supported by sufficient and relevant evidence (i.e. evaluative performance 

notes). 

5. The judgements do not contradict each other in any way. 

6. The judgements as a group support and are consistent with the grade given to the session. 

 

Observation of Teaching and Learning Report Moderation Procedure 
 

The purpose of this document is to define how TALOS Report Moderation should be undertaken. 
 
A TALOS observation report is defined as the document produced by observers during and or 

shortly after an observation of a teaching / training session. 

The purpose of TALOS report moderation is to: 
 

 contribute to continuous improvement in the quality of teaching and training 

 support the development and maintenance of a consistently high standard of teaching 

and training observation practice, and in particular: 

 the production of fair and accurate judgements and session grades 

 effective TALOS performance notes recording  
 

It should also inform the development of TALOS practitioners. 
 

The post holder with overall responsibility for TALOS Report Moderation is the Technical Director. 
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Organisation of TALOS Report Moderation 
 
The Technical Director will organise report moderation panels with the External Consultant every 

six months, or more frequently if deemed appropriate.   
 

Moderators should remember that they are not being asked to test the validity of an observation, 

they are being asked to test the validity of the observation report. The issues they have to 

address are defined by the moderation criteria. These collectively judge whether the Observation 

Report as a document (i.e. its contents) is robust, or not. The quality of the performance notes 

supporting judgements and the judgements themselves may be insufficient, but the moderator is 

not being asked to remotely re-observe the session that the report is concerned with. The 

moderator is also not trying to second guess or interpret what the observer has recorded. AN 

observation report should speak for itself. 
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The Process 
 

1. TALOS Report Moderation will be undertaken by a Moderation Panel. 
 
2. All panel members must understand the Moderation Proforma Support Notes. 
 
3. Moderation panels will review a sample TALOS reports produced since the last meeting of 

the moderation panel. 
 
4. The Technical Director will ensure a sample of TALOS reports will be gathered for the panel 

to moderate. They will produce a rationale for the sample selected. The sample will be 
selected with the following criteria in mind observations: 

 

 undertaken by all observers including those with less than 1 years’ experience of 

undertaking observations  

 by observers who at the last moderation were identified as producing less than  

satisfactory observation reports 

 of all sessions deemed to be Outstanding 

 completed at each partner organisation 

 

and any other factor deemed appropriate by the Technical Director. 
 

5. The Technical Director will ensure the names of the session tutors and the TALOS 
practitioners will be removed each TALOS report. 
 

6. The Technical Director will ensure they are fully aware of the contents of each TALOS report 
and will have recorded notes on the extent to which they believe each report meets the 
Observation Report Moderation Criteria. This will help them to ensure they manage 
discussions by the panel effectively. 
 

7. The Technical Director will ensure there are sufficient Moderation Report  forms. 
 

8. Each individual TALOS report will be reviewed simultaneously by all members of the 
Moderation panel. The Technical Director   will determine whether each report is analysed 
one moderation criteria at a time, or require panel members to complete a proforma for a 
report, and then conduct a panel discussion. 

 
9. The Technical Director will ensure discussions: 

 

 are productive and factual  

 well paced  

 do not become speculative   

 
10.   The Technical Director will ensure: 

 

 moderation reports are discussed with observers 

 a report reflecting accurately the findings of the panel regarding regularly occurring 

positive or negative features, is produced and discussed with senior managers as 

frequently as is appropriate. 
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TALOS – Report Moderation Support Notes 
 

Moderation Criteria and Guidance 
 

Moderators should remember that they are not being asked to test the validity of an observation, 
they are being asked to test the validity of the observation report. The issues they have to 
address are defined by the moderation criteria. These collectively judge whether the Observation 
Report as a document is robust, or not. The quality of the performance notes supporting 
judgements and the judgements themselves may be insufficient, but the moderator is not being 
asked to remotely re-observe the session that the report is concerned with. 
 

1.     There is a clear judgement about whether learning took place, which indicates 
how extensive the learning was, and this is consistent with the grade given to the 
session. There must always be a judgement that indicates how much learning has taken place.  
 

This might be written in a very direct manner: 
 

 Limited learning took place 
 

or less directly 
 

 Learners demonstrated through their work and responses to the tutor a high level of 

understanding of the subject 
 

Such judgements must be supported by several performance notes which demonstrate learning 
or lack of it throughout the session. For example a judgement like ‘Little learning took place,‘ 
ought to be supported by a series of performance notes such as: 
 

 Ineffective introduction to the session which did not enable learners to clearly 

understand the session learning objectives 

 Few learners were able to respond to tutors questions about the Fountain topic. 

 Only two learners were able to understand and complete the Mountain exercise. 

 None of the learners demonstrated any understanding of the Freeway system. 
 

You will need to be sure that there is sufficient evidence to support this judgement as with 
others. It is particularly important in relation to this judgement because this judgement is the 
primary driver of the session grade. See also point 6 below. 
 

What the learners were supposed to learn from the session is clearly described in the 
observation report.. The report should clearly identify the learning outcomes which should 
unambiguously specify what learners were supposed to learn in the session. This would include 
the acquisition of knowledge or skills or both. 
 

2.      The judgements are evaluative statements (i.e. very clearly explain what 
worked well, or not well, in the session) rather than descriptive statements. This 
means that each judgement: 
 

 contains a clear qualitative term or terms such as ‘Very Good’ ‘Outstanding’ ‘Highly 

Effective’ or ‘Poor’ ‘Insufficient’ ‘Ineffective’ ‘Innovative’ etc. 

 clearly identifies the subject of the judgement such as lesson planning, design and use 

of hand outs and worksheets, organisation of the learning environment, use of audio 

visual equipment, design and implementation of learning activities, response to and or 

use of learner’s ideas and input to the session, assessment activities, learner attainment 

/ how much learning is taking place, etc. 
 

and/ 
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and where appropriate 
 

 the impact of the subject – e.g. poor design and use of worksheets and hand outs, 

which limited the value of the learning exercises. 

 
In strength and weakness statements where the impact is not apparent from the qualitative term 
and the subject, it is necessary to specify the impact as in the weakness above. It is possible, 
though unlikely, that you could have badly designed hand outs, but since they were 
reinforcement rather than core learning materials, the quality of the design had a negligible 
impact on the learners’ learning.  
 

A strength such as: 
 

Highly effective tutor rapport with learners 
 

...is a ‘so what’ statement, if it does not have an impact statement attached e.g. 
 

Highly effective tutor rapport with learners, which enthused and motivated them to learn. 
 

It is also important that the qualitative term or terms used in the judgement are appropriate in 
their strength, in relation to the performance notes that support them. In other words where a 
judgement specifies for example ‘Inadequate Lesson Planning’, it should be evident from the 
performance notes, that the way the session was planned, was not appropriate to the needs of 
most learners.  
 

The word Inadequate indicates that it was not at all ‘fit for purpose’. To justify the term 
‘inadequate’, it is likely that several of the following would be referred to in the performance 
notes: 
 

 the level / complexity of the subject / topics / activities, was too high or too low 

 the subject / topics / activities, were irrelevant to the needs of the learners at that point 

in their learning 

 the planned method of presentation of the subject / topics / activities was structured 

badly, e.g. they were structured in such a way that they did not enable learning to take 

place 

 the resources being used to enable learning were not fit for purpose e.g. tutor had not 

checked, that software they needed to use in that session, was loaded on to the 

computers 

 there was no planned differentiation to accommodate different abilities / interests / 

speeds of learning or as appropriate different learning styles 

 planning failed to take account of the physical environment effectively and this impacted 

negatively on the learning 

 
In other words the session clearly lacked a well thought out structure; and or, planned learning 
activities that appropriately challenged each learner. If the performance notes however indicate 
that the lesson planning was not as deficient as this, and in fact in some particulars it was 
satisfactory, then the term ‘Insufficient’ may be more appropriate. 
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3. Each key judgement is supported by sufficient and relevant judgemental 
performance notes evidence.  
 
Sufficient usually means that there will be several performance notes supporting the 
judgement, and this must be the case where the judgement refers to some aspect of the session 
that was constant throughout. For example if the judgement was: 
 

Highly innovative teaching methods which enabled learners to quickly understand and apply 
complex concepts. 
 

This implies that the tutor used ‘innovative’ teaching throughout the session. In which case there 
should be several examples of different ‘innovative’ techniques being applied. If the judgement 
was: 
 

Very innovative use of physical models in the molecular dissipation exercise, which enabled 
learners to quickly understand this concept. 
 

This clearly applies to a short section of the session. It would be an appropriate strength if: 
 

 there were not many other aspects of teaching technique that were strong, because if 

this was the case it would be more appropriate to have more general strength about 

teaching methods 

 this exercise was particularly effective. The performance note supporting this would 

have to be clear why this was so innovative. 
 

Other circumstances where a single performance note may be sufficient to support a judgement 
might include, for example: 
 

Highly inappropriate language used by the tutor to discipline a learner. 
 

This may only relate to one incident, but because the tutor for example swore at a learner using 
highly vulgar expletives, this one instance is of such magnitude that it warrants a weakness.  
 

Because strengths and weaknesses generally relate to the lesson as a whole, they should 
normally be supported by several performance notes. 
 

Relevant. It is important that judgements are checked to ensure that the performance notes 
which support the judgement do relate to the judgement. The following is an example where the 
performance notes do not accurately tie up with the judgement: 
 

Judgement Performance Notes 

 
 
Poor design and use of 
learning resources 
which reduced the 
value  of learning 
exercises 

Hand outs are unimaginative – no graphics, no 

opportunity for learners to choose own words. 

Learning by putting apostrophe’s in pre-set 

statements on worksheets – not personal to learner 

or using their experience 

No statement on worksheet that enables learners to 

practice rule 2 – confusing for learners 

 
The performance notes refer to the hand outs and worksheets not to all learning resources. Since 
the tutor is likely to also have used resources such as a whiteboard, and/or diagrams and or 
other physical objects, the judgement as it stands, is not effectively supported by relevant 
performance notes.  
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A further example of performance notes which do not effectively support the judgement is given 
below. 
 

Judgement Performance Notes 

 
 
Poor management of the 
learning environment.  

Layout of tables restricted many learners 

ability to see what tutor was writing on 

whiteboard 

Layout of tables restricted tutors ability to 

work on a 1 to 1 basis with learners. 

Layout of tables restricted learners’ ability to 

work effectively in small groups when 

requested to do so by tutor. 
 

The judgement as written suggests that all aspects of the tutor’s management of the learning 
environment was poor. The performance notes clearly indicate that the problem was the 
inadequate layout of the tables. 
 

4. The strengths and area for improvement judgements do not contradict one 
another in any respect.  
 
Observers often inadvertently produce judgements which contradict one another. The following 
illustrates examples of this.  
 

Strengths Areas for Improvement (AFIs) 

Learners demonstrated through 
their work and responses to the 
tutor a high level of understanding 
of the subject. 

Some learners did not understand several 

of the questions on two of the 

worksheets used as learning exercises. 

Very well planned session which 
met the needs of all learners. 

Incomplete explanations of several topics 

raised by learners. 

Effective use of a very well 
designed learning materials to 
engage and motivate learners. 

Few learners were able to respond to 

tutors questions about the Fountain topic. 

Very effective tutor response to 
complex questions from learners. 

Learners had insufficient time to 

complete 2 of the 5 practical activities. 
 

In the above: 
 

 Strength I is contradicted directly by AFI III, and indirectly by weakness I.  

 Strength II is contradicted directly by AFI IV. 

 Strength III is contradicted directly by AFI I 

 Strength IV is contradicted directly by AFI II 

 
These are extreme examples. What is often more common is a series of strengths which refer to 
different aspects of teaching technique being effective, alongside a judgement which suggests 
that limited learning took place. How is it possible that so little learning took place when teaching 
was good? If learning took place despite the tutor, teaching cannot have been effective. The 
opposite can also occur when judgements about teaching have several weaknesses and yet much 
learning is judged to have taken place. 
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5. The judgements as a group support and are consistent with the grade given to the 
session.  
 
It is important to remember that Good teaching should result in good learning. Whilst the 
learning judgement is the principal driver of the session grade it is important that moderators 
check that the judgements as a group are consistent with that grade.  A learning judgement that 
refers to: 
 

 very substantial learning taking place, should be supported by a significant number of 

other substantial strength judgements  

 very little or no learning taking place, should be supported by a significant number of 

other weakness judgements, possibly one aspect being satisfactory 

 learning being satisfactory, whilst there may be a single strength judgement, it is 

unlikely that there would be more, equally it would be surprising if there were more than 

one weakness judgement, and it is expected that most judgments would refer to 

satisfactory performance. 

 
If the profile of judgements is not consistent with the grade and learning judgement, this 
suggests inconsistency in how the observer has recorded the observation. 
 
6. Handwritten performance notes and judgements must be legible.  
 
If you cannot read the performance notes, or are having severe difficulty, the document should 
not be moderated. Moderators should not attempt to guess what has been written. It is perfectly 
acceptable for Observers to use a form of abbreviated language / shorthand in their performance 
notes. However this should be consistent throughout the document. If for example ‘und’ is used 
to denote ‘understanding’ or ‘mgt’ is used for ‘management’ or ‘lng’ is used for ‘learning’, this 
nomenclature should be maintained. Moderators should comment on irregular use of abbreviated 
language / shorthand. Where subject specific abbreviated language / shorthand is used, tutors 
should be encouraged to annotate reports to explain these. 
 
An example of the TALOS Moderation Report and Action Plan may be found at appendix 13 and 
14. 
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Teacher and Observer Risk 
 
Teacher at Risk (TAR) 
 
Reasons that a teacher could be at risk: 
 

 New to the role 

 Following a teaching observation graded “inadequate” 

 Not registered with IFL 

 No IFL CPD 

 Not registered for PTLLS – if required 

 Not completed PTLLS within 18 months 

 Actions plans not completed 

 Cancellation of two or more observations that have been confirmed by an RTA 

 
Observer at Risk (OAR) 
 
Reasons that an observer could be at risk: 
 

 New to the role 

 Not registered with IFL 

 No IFL CPD 

 Inconsistent grading to reflect the quality criteria 

 Inconsistent completion of the TALOs form 

 Not registered for PTLLS – if required 

 Not completed PTLLS within 18 months 

 20% or more of his/her observations are subject to an appeal in one year 

 

The Teacher and Observer risk file will be held by the Technical Director on the 
Teachers Data Base.  
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Appendix Index 
 

1 RTA TALOS Confirmation Letter 

 

2 Blank TALOS Observation Form 

 

3 Blank TALOS Action Plan 

 

4 Blank TALOS Observation Tracker 

 

5 Observation of Teaching and Learning Mind Map 

 

6 Observation Appeals Procedure 

 

7 Teaching and Training Session Delivery, Observation Criteria 

 

8 Guidance for using Evaluative Language 

 

9 Guidance on Delivering Feedback Effectively 

 

10 Guidance on Grading and Judgement Observer and Observee 

  

11 Grade 1 Observation Example 
 

12 Grade 4 Observation Example 
 

13 TALOS Moderation Report Tool 
 

14 TALOS Moderation Report 
 

15 TALOS Moderation Report Action Plan 
 

 Glossary 

 

 

All of the above documents can be accessed via the Cheynes website. 
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Appendix 1     RTA TALOS Confirmation letter  
 
 

Dear __________________________  Centre ____________________________ 
 
I would like to confirm my next teaching observation that has been arranged for: 

 
Day _______________  Date ________________  Duration of Visit ___________ 
 

The following is a plan of my visit.  Please note I may wish to see other items on the day. 
 

1.  Outline programme for the visit  
  

 Prior to the teaching observation, please allow 10 minutes for discussion with your RTA about the 

form they are going to use. 

 Your RTA will need to have a copy of your Annual Plan and the previous and next  lesson plan that 

you are using for this observation and any hand outs used 

 Your teaching observation will need to last for a minimum of 40 minutes.  

 Once you have completed your teaching session, you will need to allow at least 20 minutes for 

informal feedback. You will receive formal feedback and your overall “*teaching grade” within one week 

via telephone. 

 Your RTA may also want to have an informal chat with your Candidates to gain feedback on what 

they think about the teaching they receive. 

*Please be aware that you have the right to appeal against your grade (for more information, please refer to the Cheynes website). 

 

2.  Please have the following documentation available for your observation: 
 

Candidate ILA’s   Candidate PARs  
     

Annual Plan   BKSB Results  
     

Lesson Plan   Learner Profiles  
     

Records of Assessment   Learner Attendance Register  
     

Client consultation sheets   Copies of hand outs and activities  
     

 

Other items:    
   

               ________________________________________________________________ 
 

________________________________________________________________ 
 
________________________________________________________________ 
 
________________________________________________________________ 

 
 

During the visit, I will be pleased to answer any questions you or your team may have with 
regard to any aspect of teaching and learning.  Please telephone me immediately on the 
following number if you have any problems with the visit. 
 
 

Regards _____________________ RTA ________________ (phone) ____________ Date 
 

 
Please note.  All requests must be met in order to meet the requirements of your teaching 
observation; anything on this plan that is not available on the day may require a follow-up 
visit and a charge for this visit may be necessary. 



          © 2013 Cheynes Training                                 Page 23                                   TALOS Handbook V2.2 

 

Appendix 2      Blank TALOS Observation Form 
 

Teacher:  Date:  
Observer:  Centre / Academy  
Qualification:  Number in group:  
No. 
Attending: 

 Length of 
observation: 

 
 

Aim of the session: 
 
 
 
 
 

Session Learning Outcomes: 
 
 
 
 
 
 

Context Statement - Description of session: 
 
 
 
 
 

Summary of Strengths & Areas for Development (Judgements): 
 
 
 
 
 
 

Teacher Comments: 
 
 
 
 
 
 
 

 
 

Observation carried 
out by: 

  
 
Signature of 
tutor: 

 

    
 

Signature of 
Observer: 

  
                 
Grade: 
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Blank TALOS Observation Form 
 

 

Performance notes: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Observation 
carried out by: 

  
 
Signature of 
tutor: 

 

    
Signature of 
Observer: 

                  
Grade: 
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  Appendix 3     Blank TALOS Action Plan  
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Appendix 4      Blank TALOS Tracker Form 
 

TALOS – Observation Tracker          Centre / Academy: 
____________________ 
 

 
 

Teacher 

 
 

Outstanding 

 
 

Good 

 
Requires 

Improvemnt 

 
 

Inadequate 

 
 

Comments 

 
     

 
     

 
     

 
     

 
     

 
     

 
     

 
     

 
     

 

Please insert date of grade achieved & use second page if necessary 
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Session Introduction & Conclusion
Hygiene, Health & Safety & Safeguarding

Learner's Level of Learning, Confidence &Skill

Design & Use of Learning Materials

E & D Promotion & Challenge

Management of Learning Activities

Session Planning / Components Planning

Use of ICT & Other Resources

Praise & Encouragement

Embedding Functional Skills

Passion & Enthusiasm

Rapport & Relationship with Learners

Learning Environment & Equipment Use & Organization

Recapping & Summarizing

Checking of Learner Understanding

Lateness Management

OTL
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Appendix 6       Observation Appeals Procedure 
 

There are two grounds for making an appeal: 
 

 Irregularities in the observation which had an adverse affect on the assessment. 
 Where the observed teacher does not believe the grade for teaching and learning 

matches the written evidence on the relevant Observation Form. 
 

Procedure for Making an Appeal  
 

First Stage 
 

A teacher who feels their observation fits either of the two above criteria should attempt to 
resolve the issue with the observer within 5 working days of the observation. 
 

Second Stage 
 

If the teacher is not satisfied with the outcome of the first stage he/she should make a formal 
written request to the Technical Director, giving clear information on the ground(s) for the 
appeal, and the detailed reason(s) for making it. 
 

The appeal will be considered by an Appeals panel comprising the Technical Director and the 
organisation’s External Consultant. Members of the panel will first review the written appeal 
submission describing and justifying the grounds for the appeal. If they feel a case for appeal is 
‘made’ they will advise the panel chair accordingly. If the consensus is that a case is made the 
chair will inform the partner organisation and ask panel member to progress the appeal.  
 

If the appeal is based upon the behaviour and or actions of the observer, then the panel will ask 
the observer to respond to the allegations made. Panel members will judge whether the 
explanations provided are robust or not and will advise the panel chair accordingly. The chair will 
advise the observer and the partner organisation of the outcome. If appropriate a second 
observation will be arranged by a different observer. 
 

If the appeal is based upon the judgements made by the observer and or grade given, then 
panel members will assess the observation report completed by the observer. The observation 
report will be assessed against the following criteria: 
 

 There is a clear judgement about whether learning took place, which indicates how 
extensive the learning was, and this is consistent with the grade given to the session. 

 The judgements are evaluative statements (i.e. very clearly explain what worked well, or 
not well, in the session) rather than descriptive statements. 

 Each judgement is supported by sufficient and relevant evidence (evaluative performance 
notes). 

 The judgements do not contradict each other in any way. 
 The judgements as a group support and are consistent with the grade given to the 

session. 
 

The Technical Director will advise the observer and the teacher of the outcome. If appropriate a 
second observation will be arranged by a different observer. 
 

Recording and Monitoring of Appeals  
The Technical Director will keep detailed notes of each appeal and outcome.  A copy should be 
sent to the Programme Director, who will monitor the number and nature of appeals.  Where an 
observer has 20% or more of his/her observations subject to upheld appeals in a year it will be 
investigated by the Programme Director. 
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Appendix 7 Teaching and Learning Session Delivery – Observation Criteria 
 
The observation criteria specified below should not be treated as a checklist. Not all criteria will 
be applicable to all observations. In most sessions, most if not all of the criteria will be 
applicable; however Observers will need to apply their experience and judgement to determine 
when criteria are not applicable. 
 
Learners 
To what extent did learners learn, that is: 
 

 acquire new knowledge and skills; develop ideas and increase their understanding 
 demonstrate confidence in what they were doing 
 understand how  and against what criteria they will be assessed, for assessment activities 

in the session 
 understand what progress they have made in the session 
 perform / produce work to, or above, the standards expected? 

 
To what extent did learners: 
 

 show interest in their work, apply effort, and work productively  
 make effective use of their time   
 take an appropriate share of responsibility for their learning 
 demonstrate appropriate respect for their peers and tutor? 

 
Session planning 
How well did the design of learning materials help learners to learn and how well planned was 
the session regarding: 
 

 the links to previous learning 
 the links to relevant unit / module / course learning outcomes 
 the amount of time allocated to the various components of the session 
 the use of appropriate learning resources 
 the clarity and relevance of the session aims and learning outcomes 
 how well it met the learning needs of all learners in the group ( differentiation and 

equality)  
 organisation of accommodation and other physical resources to enable learning 
 incorporation of literacy ICT and numeracy skills, specific health and safety issues, healthy 

eating / lifestyles, citizenship,  where relevant and appropriate? 
 
Session introduction  
How did the tutor ensure at the outset that learners understood the: 
 

 aims and objectives / purpose of the session, and what they were expected to achieve  
 how the session linked to, and where appropriate reinforced prior learning? 

 
How did the tutor manage, where appropriate, any logistics, and health, safety and hygiene 
issues? 
 
Session conclusion  
How did the tutor ensure that learners: 
 

 were reminded of what they have achieved in the session relative to the aims and 
objectives / purpose of the session  

 understood any activities they would have to undertake, or work they would have to 
complete,  prior to the next session  

 understood what they would be doing in the next session? 
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General Performance 
 
How did the tutor’s approach, knowledge / technical competence, and where appropriate up-to-
date expertise, ensure stimulating and appropriately challenging learning? 
 
How well did the tutor manage learner behaviour to ensure that: 

 a productive and appropriately stimulating learning environment was created 
 expression of inappropriate attitudes or behaviours were dealt with in a constructive and 

effective manner? 
 

How well did the tutor respond to the needs of, and create an environment in which, vulnerable 
learners felt secure and achieved appropriately challenging learning outcomes? 
 
How did the tutor: 

 make use of questioning  to effectively check and or develop learner understanding, and 
or to reinforce learning 

 make use of other formative assessment techniques, such as peer and learner self 
assessment 

 promote effective working relationships that helped learners learn 
 deploy effective behaviour management strategies including action to prevent or eliminate 

any forms of abuse (safeguarding) in the session 
 ensure that all relevant aspects of Health, Safety and as appropriate hygiene, were dealt 

with effectively 
 ensure that written or verbal feedback they gave to learners during the session, helped 

them understand what they had done well, and how they could improve? 
 make best use of: 

  the accommodation, equipment and organisation of resources to promote 
learning 

 opportunities in the session, where relevant appropriate, to promote 
understanding of: 

 equality and diversity topics, and where appropriate through exploration of things like 
values, attitudes, beliefs systems, imagery and graphic representations 

 healthy eating / lifestyles, and citizenship topics ? 
 
How did the tutor’s approach ensure that: 

 delivery pace, timing and tempo were appropriate to the needs of the learners 
 relative to the ability range in the group, work was sufficiently challenging for all learners  
 learners were encouraged and allowed to ask questions 
 an appropriate range of  learning styles were accommodated 
 their attention and support to individuals was proportionate and reflective of learners’ 

needs 
 learners were encouraged where appropriate, to co-operate and learn from each other  
 learning points were regularly summarised, relative to the subject matter and the needs 

of the learners  
 effective use was made of training and teaching aids,  relevant learning resources, and 

ICT where appropriate to promote learning 
 explanations and demonstrations were clear, to the point,  and helped learners 

understand 
 there were appropriate opportunities for, as appropriate, ICT,  language, literacy and 

numeracy skills development 
 opportunities to promote and develop learners’ understanding of equality and diversity 

issues such as discrimination, are incorporated within the learning materials and activities  
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Appendix 8      Guidance for using Evaluative Language  
 

 Evaluative language should turn a statement of fact into a judgement ie make it a 
strength or an area for improvement. 

 The  judgement Self should not be vague statements or read as "norms" 
 Strengths and area for improvement should be expressed so they show impact  

 

Suggestions For Evaluative Language for Judgements linked to Grades 
 

Grade 1 
 

Grade 2 Grade 3 Grade 4 

Exceedingly Very clearly Adequate Absence 

Excellent Comprehensive Appropriate Failed/Failure 

Exceptional Very confident Competent Inadequate 

Extremely Very conscientious Consistent Incompetent 

Highly Very creative Developmental Lack of 

Impressive Very efficient Effective Inappropriate 

Innovative Very engaging Flexible Inconsistent 

Insightful Very enthusiastic Knowledgeable Indecisive 

Inspirational Very lively Organised Ineffective 

Outstanding Particularly good Prepared Inefficient 

 Very resourceful Relevant Insufficient 

 Very substantial Satisfactory Irrelevant 

 Very thorough Sensitive Limited 

 Very appropriate Sufficient No/None 

 Very effective Suitable Vague 

 Very good Supportive Unclear 

 Very well developed Understanding Uninspiring 

 Very well prepared Useful Unsatisfactory 

 Very wide variety Varied Weak 

 Good   
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Appendix 9     Guidance on Delivering Feedback Effectively   
 
Introduction 
 
The type of feedback you will give and whether you will discuss each aspect of the feedback 
during the feedback or at the end or at all should be made clear prior to the observation. You 
should also remind the tutor that the action plan will be developed with their line manager. 
 
Always seek to deliver feedback constructively. The recipient should be made to feel that you are 
there to help them.  
 
You will help them, by being very clear about how well and not well they have performed.  
 
You will not be seen as helpful, if your messages are not clear and to the point.  
 
There is a significant difference between being blunt, and getting quickly and constructively to 
the point. Going around the houses to deliver judgements on weaknesses confuses recipients. 
 
The Approach / Methods  
 
Think about the approach you are going to take.  
 
You could use a dialogue approach where you progressively work through the session from the 
beginning to the end, or according to the way in which you wish to deal with the different 
judgements. You invite the tutor to state what they think went well and not well during a 
particular section, and then respond to this with your judgements. You follow this approach for 
each section. If there are judgements relating to the whole session you discuss these at the end. 
 
You can use a hustle technique with Very Difficult people when performance has been poor. 
With this approach, you state that before giving the judgements on the session you want to 
clarify a number of things. The things you will be exploring are the things that did not go well – 
but you do not specify this is the case. You explore each weakness in turn by asking the tutor to 
explain why they did what they did. In this discussion identify factually what was inadequate in 
what they did by reference to your evidence. The aim is to demonstrate the deficiency without 
creating a direct challenge, and thus persuading the tutor of your interpretation of the 
effectiveness of what they have done.  This discussion is then followed by a summary 
presentation of the judgements, including any aspects of the session which were satisfactory. 
 
You can use a thematic approach. The aim here is to have just two or three themes. In this 
approach you group strengths and weaknesses into key themes e.g. Planning, Assessment etc. 
This can be very useful if there are many weaknesses to discuss. 
  
You could use a coaching approach where you progressively work through the session from the 
beginning to the end. You invite the tutor to state what they think went well and not well during 
specific sections of the session. If you disagree with the tutor, you invite them to explain why 
they thought activity X was so good. Using questioning you gradually get to the situation where 
the tutor is able to identify for him or herself, that their perception of the situation was incorrect. 
This is a very time-consuming approach, but it is one which delivers greatest ownership by the 
tutor of their development needs. 
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You can use a direct approach where you go straight into stating the judgements and 
supporting evidence. The options for presentation here include: 
 

 Chronological - following the flow of the session observed. 

 Strengths first then Areas for Development. 

 Areas for Development first then Strengths. 

 Positive sandwich – Some strengths, then Areas for Development, then more Strengths – 

or the one strength restated. 

 Negative sandwich – Areas for Development, then Strengths, then more Areas for 

Development. 

 
You might of course choose a combination of the above approaches. 
 
Preparing to give Feedback  
 
Do not give detailed feedback straight after a session if you are inexperienced. Take the time you 
need to produce solid judgements with strong evidence to support each judgement. 
 
If you are in doubt about any judgement then discuss them with an appropriate manager / other 
observer, and if necessary withdraw the judgement if the evidence base is insufficient.  
 
Make sure that none of the judgements contradict one another. 
 
Make clear notes that you can easily read if you need to during the feedback. 
 
Ensure you will have a discrete location to give the feedback in. 
 
 
If you are giving feedback with significant number of weaknesses in it, and you anticipate a very 
negative reaction from the recipient, ask a relevant senior manager to accompany you. 
 
Order your judgements in terms of their significance. 
 
Identify 2 or 3 key points related to each judgement that you will feedback. Do not go through 
your whole evidence base for each judgement. If you are challenged then elaborate further on 
the evidence. 
 
Anticipate reactions to the negatives – what might the tutor say. For example  your are stating 
that hand outs are poorly designed – might the tutor say that they are not responsible for them 
and have been given them. Think how you will respond to such arguments. 
 
Think about the emphasis to give to them based on their significance, and the language you will 
use. 
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Beginning a Feedback Session 
 

Remind the tutor that they have agreed to participate constructively in the session. 
 

Check their understanding of the purpose of the feedback session and clarify if required. 
 

Confirm the time agreed for the feedback e.g. “Just to confirm we agreed 30 mins for this”. If for 
some reason the tutor cannot be present for this time period, rearrange and notify their line 
manager, if you are not the line manager.  
 

Agree the ground rules. 
 
Very Awkward People  
 

Where a person is clearly angry or otherwise distressed give them the opportunity to go away 
and calm down. 
 

Where you are faced with a person who completely refuses to engage with the process, you 
should remind them that constructive participation is: 
 

 a part of the agreed TALOS process 

 a part of their terms and conditions of employment 

 

Give them the opportunity to participate. If they refuse to do so offer them a final opportunity, 
reminding them that failure to do so could become a disciplinary matter. 
 

Do not let them: 
 

 verbally abuse you 

 question your integrity 

 question your qualifications or experience 

 

At the first sign of such behaviour inform them that: 
 

 you have been trained for this work 

 you have been given this role because of your experience 

 Cheynes Training have judged you have the appropriate qualifications and skills. 

 

You are not questioning their qualifications for their role, and they have no right to question 
yours. Inform them that: 
 

 you will not proceed if there is a further instance of inappropriate behaviour, and this may 

have disciplinary consequences 

 their behaviour will be referred to the appropriate line manager 

 they are entitled to appeal the judgement.  
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Terminate the feedback if the recipient repeats any untoward behaviour.  
  

 Keep reminding them that this is all about helping them teach / train more effectively and 

that they will get support from you 
 

 Be prepared to discuss judgements, and be prepared to change your view, if you have 

misunderstood or misinterpreted anything. 
 

 Do not make it personal by stating “You planned the session poorly” – you are judging 

the action not the person. 
 

 Only give advice if you have a thorough understanding of how to correct a deficiency – 

otherwise deflect questions which ask how a thing should be done better by stating this 

will be covered in their Development Action plan. 
  

 Don’t be apologetic for negative judgements. 
 

 Be sensitive when using particular words and avoid emotive terms such as “pathetic, 

woefully inadequate, useless”, but do not lose the strength of judgements about poor 

performance. 
 

 Do not use passive words such as “Possibly, probably, maybe, perhaps” they indicate 

doubt on your part. 
 

 Do not talk about “In my view / opinion, or I think or I feel” when giving judgements – 

you are giving a professional judgement not a personal opinion. 
 

 State clearly that e.g. “session planning was poor” – and then speak directly to selected 

evidence supporting this from your notes – do not be tempted to elaborate significantly 

on the notes – this leads to waffle and reduces the  impact of what you are saying. It can 

also lead you to contradict yourself. 
 

 Use an authoritative tone of voice, and short precise sentences. 
  

 Do not qualify your judgements e.g. having stated a negative judgement, do not then 

start to back-off with statements such as “but I can understand why that can happen”. 

This can also appear that you are psychoanalysing them. 
 

 Do not try empathise – suggesting for example “Yes well I used to do it like that” it can 

appear very patronising.  

 



          © 2013 Cheynes Training                                 Page 36                                   TALOS Handbook V2.2 

 

Appendix 10     Guidance on Grading and Judgements - Observer and Observed  
 

The purpose of this document is to help: 
 

 observers produce accurate and fair  judgements and accurately grade Teaching and 

Learning sessions 

 observed (staff being observed) understand what observers are looking for, what they 

do to achieve this, and how they arrive at session judgements and grades. 

 
Grading Sessions 
 
All observed activities will be given a single observation grade. The grade will reflect the overall 

quality of the session and will take into account the extent to which the activity achieves what it 

is primarily designed to achieve.  

 

The first consideration when grading any activity has to be safety. The observer must be 

confident that the environment is safe in relation to the activities being undertaken. If it is not in 

any significant respect, the session has to be judged inadequate. 

 

In order to grade a teaching and learning session, where safety is not an issue, the observer has 

first to make a judgement on learning in the session.  The grade of the session is primarily 

driven by this judgement, and this judgement is dependent upon the learning that is  achieved, 

subject to the following conditions: 

 
It will help the observer to formulate this judgement by following process suggested below. 
 
1. The observer should first review the learning objectives set by the tutor, and or agreed with 

the learners as a group, or with individual learners. The observer should then consider: 

 
 whether the learning outcomes were: 

  consistent with the specifications of the course or learning programme the 

learners are undertaking  

 appropriately challenging in relation to the capability of the group, and what 

they need to achieve on the course or programme.  

 Where learners are easily able to achieve the objectives then it is clear that they were 

not being challenged as much as they should have been. If this is the case then the 

observer must decide whether for the group as a whole the level of challenge was: 
 

 just satisfactory; or 

 unsatisfactory  
 

2. Where it is judged to be ‘just satisfactory’ the observer should reflect on how much learning 

took place as described below. Where it is judged to be ‘unsatisfactory ‘, the observer should 

record a judgement identifying that learning objectives for the group as a whole were 

insufficiently challenging. This automatically determines that the session was inadequate. 
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3. Where the learning objectives are judged to be appropriately challenging, the observer must 
then review the Performance Notes they have made which relate to learning taking place. The 
observer should have a range of Performance Notes e.g.: 
 

 Responses from Jason, Marie, Omar and Sayid to tutor’s questions about the logbook 

indicate a good level of understanding of the use of this tool. 

 Six learners suggested very creative ideas for the logo following tutor led logo 

brainstorm. 

 Learners worked productively and responded well to the tutor when asked questions. 

 Discussions between learners working out the Marketing tasks, their responses to the 

tutor’s questions, and the manner in which they addressed their tasks, indicated good 

understanding of what they have to do and how to do it. 

 Route maps produced by the Travel Arrangements group were of a very high standard. 

 Response to observer questions demonstrated learner had a good understanding of how 

to complete information gathering tasks 

 5 learners when questioned by the observer demonstrated good understanding of 

information gathering techniques 

 Learner group working on the Security task all demonstrated good awareness, in their 

discussions, of the scope of the rules they would have to think about and who to speak 

to. 

 Learner (group working on feedback and evaluation) produced well designed and 

comprehensive daily evaluations, which demonstrated good awareness of what had to 

be evaluated. 

 
All of which give a clear indication of the learning that has taken place. These may have been 
produced as a result of: 

 listening to: 

 learner’s responses to tutor’s questions 
 discussions between learners,  

 questions the observer has asked the learners, to check learning 

 examining the work learners produce during the session 

 observing the learners performing tasks. 

 
4. The observer must then determine the extent to which the learning objectives have been 
achieved. Where the session involves a small number of learners the observer should be able to 
determine the extent of learning achieved by each learner. In a large group, the observer should 
have observed a representative sample of the learners, and have a sufficient range of 
Performance Notes linked to learning, to make a judgement on Learning, based on this sample. 
Reviewing the tutor’s Assessment and Progress Records prior to the session should help the 
observer determine an appropriate (ability, gender, ethnicity, disability etc) sample of learners to 
focus on. 
 
5. In determining whether the learning objectives have been achieved, the observer should ask 
themselves to what extent learners learnt what it was planned they would learn. This will be 
straightforward where tutors have defined SMART learning objectives on their lesson plan. Where 
they have not, the observer should have required the tutor prior to the start of the session, to 
clarify exactly what should be learnt during the session. 
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6. The observer’s Performance Notes should enable the observer to judge how challenging 
learners found the learning activities and tasks, and the extent to which learners demonstrated 
during the session that they had developed: 
 

 excellent (see next page) levels of: 

 skill in the performance of physical skills specified in the session learning outcomes 

 understanding of the ideas, concepts, principles, processes etc, defined in the session 

learning outcomes 

 good or very good (see next page) levels of: 

 skill in the performance of physical skills specified in the session learning outcomes 

 understanding of the ideas, concepts, principles, processes etc, defined in the session 

learning outcomes 

 adequate / satisfactory (see below) levels of: 

 skill in the performance of physical skills specified in the session learning outcomes 

 understanding of the ideas, concepts, principles, processes etc, defined in the session 

learning outcomes 

 inadequate (see below) levels of: 

 skill in the performance of physical skills specified in the session learning outcomes 

 understanding of the ideas, concepts, principles, processes etc, defined in the session 

learning outcomes 

 
Definitions of Excellent, Good to Very Good, Satisfactory and Inadequate. 
 
Outstanding: Skills and Knowledge development – learners will, depending on the specific 
context including the requirements of the course / qualification, demonstrate exceptional 
adaptability, decision making capability, judgement, accuracy, poise, balance, energy, stamina, 
precision, control, self awareness, flair, fluency, creativity, innovation, imagination, originality 
recall, application, comprehension, evaluation, analysis, and synthesis, in the performance of the 
skills or knowledge of the topics being studied.. 
 
Good: Skills and Knowledge development – learners will, depending on the specific context 
including the requirements of the course / qualification, demonstrate good to very good 
adaptability, decision making capability, judgement, accuracy, poise, balance, energy, stamina, 
precision, control, self awareness, flair, fluency, creativity, innovation, imagination, originality 
recall, application, comprehension, evaluation, analysis, and synthesis, in the performance of the 
skills or knowledge of the topics being studied. 
 
Requires Improvement: Skills and Knowledge development – learners will, depending on the 
specific context including the requirements of the course / qualification, demonstrate adequate 
or sufficient adaptability, decision making capability, judgement, accuracy, poise, balance, 
energy, stamina, precision, control, self awareness, recall, comprehension, and some degree of 
flair, fluency, creativity, innovation, imagination, originality application, evaluation, analysis, and 
synthesis, in the performance of the skills or knowledge of the topics being studied. 
 
Inadequate: Skills and Knowledge development – learners will, depending on the specific context 
including the requirements of the course / qualification, be unable to demonstrate adequate or 
sufficient adaptability, decision making capability, judgement, accuracy, poise, balance, energy, 
stamina, precision, control, self awareness, recall, comprehension, flair, fluency, creativity, 
innovation, in the performance of the skills or imagination, originality application, evaluation, 
analysis, and synthesis, knowledge of the topics being studied. 
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7. If as a result of the above process, but this should be rare, the observer feels the learning 
judgement is on a grade boundary, e.g. between grade 1 and 2 or between grade 2 and 3 etc, 
then the observer should consider the other judgements on the session that they have made. If 
the other judgements are predominantly positive, then the higher grade should be awarded.  
 

If the other judgements are mixed, then the observer will have to consider how these other 
judgements have directly impacted on the learners. If the observer forms the view that the 
impact is mainly positive, then the higher grade would normally be warranted, provided this 
grade would be consistent with the other judgements made.  
 

If the other judgements are negative then the lower grade should be given. 
 
Judgements 
 

The types of judgements that should normally be made include: 
 

 Learning 

 Teaching methods and strategies – common throughout a session or particular to a 

component of a session. 

 Organisation and Management of the Learning Environment. 

 Session Introduction. 

 Session Conclusion. 

 Formative Assessment ( activities used to check learner understanding including 

questioning). 

 Relationship between the tutor and learners. 

 Learning / teaching Resources. 

 Planning and Differentiation. 

 Active promotion of Equality and Diversity – where appropriate. 

 Learner Behaviour Management and Safeguarding. 

 Integration as appropriate of, literacy, ICT and numeracy skills, specific health and 

safety issues, hygiene issues, healthy eating / lifestyles, citizenship. 
 

The judgement on Learning should be the first Judgement made. It should set the context for all 
other judgements. 
 

Apart from learning judgement, which is essential, it may be the case that the Observer will not 
always have sufficient performance notes evidence to warrant a judgement on each of the 
above.  It may also be the case that for example, the Observer did not remain until the end, and 
therefore would not have evidence connected with the session conclusion. 
 

In determining judgements for the above, the observer should consider whether one or more 
judgements for each of the above, are indicated by the Performance Notes they have recorded. 
This may be necessary because there is variance throughout the session, for example in the 
effectiveness of teaching. In some sections of a session, teaching may have been particularly 
effective or particularly poor, or some methods may have worked particularly well and others 
merely been satisfactory. The observer must judge whether the impact of this warrants separate 
judgements.  
 

It is unlikely that more than one judgement would be appropriate in relation to: 
 

 Session Introduction 

 Session Conclusion 

 Relationship between the tutor and learners. 



          © 2013 Cheynes Training                                 Page 40                                   TALOS Handbook V2.2 

 

Appendix 11     Example of a Grade 1 Observation  
 

The Fulfilling Life Adult College Observation of Teaching and Learning Report 
 

    Course Customer Service L3 Venue Hatfold Centre 

Tutor A. Tutor Date 16/06/05 

No. in class 12 Length of session 1.5 hours 

No. attending 11 Length of observation 50 mins 
 

Aim of the session 
The aim of the session was to help learners develop effective customer management strategies 
for dealing with challenging customers. 
 

Session Learning Outcomes 
By the end of the session all learners will be able to: 

 describe typical causes of challenging behaviour and the 10 ‘demandments’ of 

challenging customers 

 explain the importance of their role in managing challenging customers 

 identify a range of different personality styles and explain how these are related to 

different types of challenging behaviour 

 By the end of the session some learners will be able to: 

 select and apply strategies to manage challenging customer behaviour. 
 

Context Statement - Description of session 
(Describe accommodation, no. of sessions preceding the observation, experience of 
the tutor, course length, learner profile etc) This was a mixed group of adults aged mid 
twenties to late fifties, including 3 males and 8 females. Three of the learners have English as a 
second language, and receive additional support outside this session. The learners have been on 
Customer Services programme for 4 months, attending this class once per week. The learners 
are working towards a level 3 Customer Services Award of 30 weeks duration. The class 
membership has been stable throughout this period with no new learners joining it. There are a 
variety of levels of ability in the group. Learners are taking this course to gain a qualification and 
improve their employment prospects. The session was taught in two parts. In part one the tutor 
focused on the theory behind the first three topics, using a range of interactive learning 
activities. In part two learners completed role plays to apply learning from part 1 and develop 
essential skills. The classroom was adequately resourced with teaching aids, and had ample 
space to accommodate a group of this size for this learning activity. 
 

Summary of Strengths and Areas for Development 
 

 Highly demanding and challenging learning outcomes outstandingly achieved by learners. 

 Highly effective classroom management which enabled outstanding learning during the 

session 

 Exceptional session planning which enabled outstanding levels of learning in the session. 

 Excellent differentiation throughout to meet learners’ diverse learning needs. 

 Many highly creative and innovative teaching strategies which enabled outstanding 

learning during the session. 

 Comprehensive checking of learner understanding throughout the session. 

 Highly effective introduction to the session which helped learners fully understand the 

purpose of the session and its relationship to the course as a whole. 

 Highly effective integration of vocabulary development throughout the teaching of the 

first three topics. 



          © 2013 Cheynes Training                                 Page 41                                   TALOS Handbook V2.2 

 

Tutor Comments (The tutor may comment here about the session or the feedback given) 

The Observers judgements were very fair and accurate. Although the session went well I 

recognise there are still things I could further improve. 

 

Observation carried 
out by 

Ann 
Observer 

Signature of 
tutor 

A Tutor 

Signature of Observer A Observer Grade 1 

 
Highly demanding and challenging learning outcomes outstandingly achieved by 
learners. 
 
The learning outcomes were very effectively designed to really challenge learners at all levels in 

the group. 

 

Osman and Peter when questioned demonstrated an extremely advanced  grasp of the typical 

causes of challenging behaviour and the 10 ‘demandments’ of challenging customer. 

Alice, Tim  and Verity when questioned were able to demonstrate excellent levels of 

understanding of the typical causes of challenging behaviour and the 10 ‘demandments’ of 

challenging customer. 

Richard, Subeer, Tim  and Verity when questioned explained exceptionally clearly the importance 

of their role in managing challenging customers.  

Tom, Alice, Peter and Osman when questioned were able to correctly identify a range of different 

personality styles and explain in significant detail how these are related to different types of 

challenging behaviour. 

Tim, Verity Tom and Subeer correctly and comprehensively completed all the tasks on the hand 

out on strategies to manage challenging customer behaviour. 

All (7) correctly and comprehensively  completed the 8 tasks on the worksheet. 

All learners observed (6) during the role play activity, despite initial hesitancy, showed excellent 

skills development by the time they completed the activity. 

 
Highly effective classroom management which enabled outstanding learning during 
the session 
 
The cabaret style seating, arranged by the tutor, enabled learners to participate very efficiently in 

small group discussions –much more so than the classic arrangement of tables and seating in-

situ from the previous session. 

The seating arrangements enabled rapid transfer of learners between groups so there was 

minimal distribution to activities - the interchange of learners between groups added value – 

different perspectives- to the group discussions. 

The hand outs and worksheets were placed on tables around the room so that learners could 

access them very efficiently as and when they needed them – this ensured activities began very 

promptly and learning time was optimised.  

The rearrangement of tables and chairs to facilitate the role play activities, was executed with 

exceptional efficiency – learners into the role play activity very quickly.  
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Exceptional session planning which enabled  outstanding levels of learning in the 
session. 
 
The staged design of each learning activity provided excellent opportunities, which the tutor took 

full advantage of, to really challenge learners at different ability levels. 

Planning of the session as a whole clearly demonstrated exceptionally clear, precise and relevant 

links to previous learning. 
There was highly appropriate time allocated for each learning activity so that the intended 

learning could take place. 
The learning outcomes defined with outstanding clarity that learners understood, and which 

linked precisely to the course learning outcomes.  

The selected assessment strategies -questioning and worksheet completion - were highly 

appropriate for the type of learning taking place. 

Session content organisation – what done and when - was exceptionally logical and coherent to 

enable learning and delivery. 

Planning demonstrated highly effective use of information gathered from, diagnostic 

assessments, team building and other induction activities to create highly individualised and 

differentiated learning. 

Planning ensured highly effective and relevant opportunities for learners to develop or 

consolidate language and literacy skills including reading skills, spelling, grammar, punctuation 

speaking and listening skills 

 
Excellent differentiation throughout to meet learners’ diverse learning needs. 
 
The hand outs and worksheets used in three learning of the tasks, were all designed to test 

learners at different ability levels, and they achieved this highly effectively. 

The role play activity was designed so that learners who were able to operate at a more 

sophisticated level could do, and as a consequence developed their skills to a higher level. 

The tutor’s questions to develop and check learner understanding, during the teaching of the 

typical causes of challenging behaviour and the 10 ‘demandments’ of challenging customers, 

demonstrated highly effective differentiation – a highly appropriate range of questions to learners 

across the ability spectrum in the class.  

The tutor’s questions to develop and check learner understanding, during the teaching of their 

role in managing challenging customers, demonstrated good and exceptional differentiation – a 

highly appropriate range of questions to learners across the ability spectrum in the class.  

The tutor’s questions to develop and check learner understanding during the teaching of different 

personality styles and how these are related to different types of challenging behaviour, 

consistently demonstrated excellent differentiation – a highly appropriate range of questions to 

learners across the ability spectrum in the class. 

The tutor had 3 extension activities prepared but these were not required. 

 
Many highly creative and innovative teaching strategies which enabled outstanding 
learning during the session. 
 
The structure of the ‘Challenge’ learning activity and the use of flash cards and chanting was 

exceptionally effective in helping learners describe and remember the typical causes of 

challenging behaviour, not all learners succeeded at the start but with application they achieved 

the challenging tasks. 

The use of the ‘millionaire’ game was highly effective in developing learner recognition and 

understanding of the 10 ‘demandments’ – learners quickly grasped the complexities of this 

concept, despite the topic being new to them. 
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Many highly creative and innovative teaching strategies which enabled outstanding 
learning during the session - continued 
 
The ‘What Next’ tasks which enabled learners to explain the importance of their role in managing 

challenging customers, were designed with considerable thought – the activities in each task built 

exceptionally well on the previous task – enabling learners to develop a comprehensive 

understanding of their roles. 

The problem solving tasks used to help learners identify different personality styles and explain 

how these are related to different types of challenging behaviour, were highly effective – learners 

demonstrated excellent levels of understanding of this topic. 

The role play task was highly effective in helping learners select and apply strategies to manage 

challenging customer behaviour – very well paced and challenging for learners. 

 
Comprehensive checking of learner understanding throughout the session 
 
The ‘Review’ task after the ‘Challenge’ learning activity was a highly effective tool to reveal the 

levels of learning from the task. 

The Peer Assessment after the ‘millionaire’ game was an exceptionally effective tool to reveal the 

levels of learning from the activity. 

The differentiated questions during the ‘What Next’ tasks was highly effective in demonstrating 

that learners were achieving the learning outcome for this task to a very high level. 

Tutor made very effective use of some poor responses to questions about personality styles – 

made learners feel valued despite incorrect responses. 

Tutor Feedback on each task encouraged all learners using a high constructive approach, and 

irrespective of the level they achieved, to consider how they could have done even better. 

 
Highly effective introduction to the session which helped learners fully understand 
the purpose of the session and its relationship to the course as a whole 
 
The tutor during the introduction made highly effective use of a guessing game activity to help 

learners develop and reveal their understanding of the session aims and learning outcomes, 

necessary health and safety arrangements, and session logistics including  how specific resources 

would be accessed and when. 

The tutor made highly effective use of Osman, Peter, Haley and Tim to provide a comprehensive 

recap of learning in the previous session. 

 
Highly effective integration of vocabulary development throughout the teaching of 
the first three topics. 
 
The tutor introduced explained several terms new to learners, during the teaching of the 

teaching of the typical causes of challenging behaviour. Alice, Subeer, Tim and Verity were asked 

to use these terms in context – they did so showing comprehensive understanding. 

The tutor introduced explained several terms new to learners, during the teaching of their role in 

managing challenging customers Richard, Subeer, and Peter were asked to use these terms in 

context – they did so showing very highly developed understanding. 

The tutor introduced explained several terms new to learners, during the teaching of different 

personality styles and how these are related to different types of challenging behaviour. Osman, 

Katie, Tom and Richard were asked to use these terms in context – they did so showing 

comprehensive understanding. 
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Appendix 12     Example of a Grade 4 Observation  
 

The Fulfilling Life Adult College Observation of Teaching and Learning Report 
 

Course Customer 
Service Level 3 

Venue Hatfold Centre 

Tutor A. Tutor Date 16/06/05 

No. in class 12 Length of session 1.5 hours 

No. attending 11 Length of observation 50 mins 
 

Aim of the session 
The aim of the session was to help learners develop effective customer management strategies 
for dealing with challenging customers. 
 

Session Learning Outcomes 
By the end of the session all learners will be able to: 

 describe typical causes of challenging behaviour and the 10 ‘demandments’ of challenging 

customers 

 explain the importance of their role in managing challenging customers 

 identify a range of different personality styles and explain how these are related to 

different types of challenging behaviour 

 select and apply strategies to manage challenging customer behaviour. 
 

Context Statement - Description of session (Describe accommodation, no. of sessions 
preceding the observation, experience of the tutor, course length, learner profile etc)  
 

This was a mixed group of adults aged mid twenties to late fifties, including 3 males and 8 
females. Three of the learners have English as a second language, and receive additional support 
outside this session. The learners have been on Customer Services programme for 4 months, 
attending this class once per week. The learners are working towards a level 3 Customer Services 
Award of 30 weeks duration. The class membership has been stable throughout this period with 
no new learners joining it. There are a variety of levels of ability in the group. Learners are taking 
this course to improve their employment prospects. 
 

The session was taught in two parts. In part one the tutor explained the theory behind the first 
three topics. She taught the class as a whole group. In part two learners worked on worksheets 
developing their understanding of strategies to manage challenging behaviour with 1 to 1 
support from the tutor. Some learners worked alone on this exercise, others worked in pairs. The 
classroom was adequately resourced with teaching aids, and had ample space to accommodate a 
group of this size for this learning activity. 
 

Summary of Strengths and Areas for Development 
 

 Good rapport with learners which created a positive learning environment  

 Limited learning took place. 

 Ineffective classroom management. 

 Inadequate design and use of the worksheet which significantly reduced its value as a 

learning exercise. 

 Insufficient differentiation to meet learners’ needs. 

 Several ineffective teaching strategies. 

 Insufficient checking of learner understanding throughout part 1 of the session. 

 Ineffective introduction to the session which confused learners. 

 Inadequate design of part 1 which significantly restricted learners’ opportunity to learn. 
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Tutor Comments (The tutor may comment here about the session or the feedback given) 
 
The Observers judgements were on the whole fair and accurate. I recognise that as an 
inexperienced tutor I have a range of development needs to address. I will endeavour to 
complete the action on the Action Plan but feel I need more support than I have received to 
date. 
 

Observation carried 
out by 

Ann 
Observer 

Signature of 
tutor 

A Tutor 

Signature of Observer A Observer Grade 4 

 
Good rapport with learners which a positive learning environment in which learners 
attempted to learn 
 
Good distribution of 1 to 1 support proportionate to learners’ needs throughout part 2 of the 
session. 
Good use of praise to motivate Patrick and his Mum when they demonstrated they understood 
the first of the demandments 
Good use of praise to motivate Ayesha, Sayed and the others in this group whilst working on 
topic 2 
Good use of humour in 1 to 1 to relax and engage learners. 
Good use of praise to motivate Joseph and Omar when they completed task 1 
Patient and approachable – in learners’ personal space during 1 to 1 teaching - learners are 
relaxed about this – not tense – good rapport. 
Learners work productively in attempting the tasks on the worksheet. 
Learners relaxed body postures and willingness to ask questions – good rapport with learners. 
Good use of humour re past work on Customer Service Principles to engage the learners. 
Good effort to build learner confidence – reassuring learners it’s OK to make mistakes – part of 
learning. 
 
Limited learning took place 
 
Osman and Peter when questioned demonstrated a very basic grasp of the typical causes of 
challenging behaviour and the 10 ‘demandments’ of challenging customer 
 
Alice, Subeer, Tim  and Verity when questioned were unable to demonstrate any level of 
understanding of the typical causes of challenging behaviour and the 10 ‘demandments’ of 
challenging customer. 
 
Richard, Subeer, Tim  and Verity when questioned were unable to explain clearly the importance 
of their role in managing challenging customers.  
 
Only Tom when questioned was able to correctly identify a range of different personality styles 
and explain how these are related to different types of challenging behaviour. 
 
Only Tom and Subeer correctly completed all the tasks on the hand out on strategies to manage 
challenging customer behaviour. 
 
No other learners correctly completed more than 2 of the 8 tasks on the worksheet. 
 
No learners were asked to apply strategies to manage challenging customer behaviour. 
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Ineffective classroom management  
 
Joseph, who has poor eyesight, was not moved closer to board until late in the exercise.  

Poor table layout prevents tutor working easily in 1 to 1 situations  

Says work in pairs / small groups after explanation of worksheet task, but takes no action to 

ensure this happens 

Poor table layout – some learners struggling to see whiteboard when tutor is identifying key 

information on the board. 

 
Inadequate design and use of the worksheet which significantly reduced its value as 
a learning exercise 
 
There was no effective connection between what learners were taught about strategies to 

manage challenging behaviour and the content of the hand out – learners were confused – 

situations on the hand out did not relate clearly to challenging behaviour.  

The learners were being asked to apply a level of analysis to the tasks that they had not been 

taught earlier in the session. 

The level of the language used on the hand out is at or about level 4 not level 3. 

 
Insufficient differentiation to meet learners’ needs 
 
No extension exercises for learners who finished tasks early – no facility for learners to check 

answers when tutor was involved supporting others – much time wasted. 

Handouts not graduated for different ability levels in group – differentiation. 

 
Insufficient checking of learner understanding throughout part 1 of the session 
 
No checking of learners’ understanding after explanation of typical causes of challenging 

behaviour and the 10 ‘demandments’ of challenging customers. 

No checking of learners’ understanding after explanation of the importance of their role in 

managing challenging customers. 

Asked if learners were OK after explanation of different personality styles and how these are 

related to different types of challenging behaviour – did not specifically check learners’ 

understanding 

Just watched to see if learners completed tasks on hand out - did not check whether learners 

answers were correct. 

 
Ineffective introduction to the session which confused learners 
 
Ineffective introduction to the session – no clear connection with learning in previous sessions. 

Inadequate definition and explanation of session learning objectives – no checking with learners 

that they understood them. 

Spent nearly 10 minutes looking at homework completed by learners before getting on with the 

session – learners just talked during this – no work done. 
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Several ineffective teaching strategies 
 
Learners stopped from writing during explanation in part 1 of the session – why when this helps 

some people learn?  

Long periods with her back to the class whilst writing on board – did not use the available OHP.  

Explanation of ‘demandments’ to Angela was poor – Angela clearly indicated she did not 

understand the explanation given – tutor just ignored this. 

Ineffective summary after teaching topics 1 to 3 – no involvement of learners to reveal level of 

understanding. 

Learners asked to copy what is on board to hand out grid – waste of time – could be on handout  

Tutor writes words on to learners’ hand out – if important learners do the writing – why is she 

doing it?  

Correcting what learners have written on worksheets rather than allowing them to do it. 

Over use of technical terminology “irregular introverts” – no explanations – learners not able to 

explain these terms to the observer.  

Poor explanation to Ashna and Juan of ‘personality styles’ both were unable to complete the task 

related to this. 

 
Inadequate design of part 1 which significantly restricted learners’ opportunity to 
learn 
 
No activities to help learners develop their understanding of challenging behaviour and the 10 

‘demandments’ – too much ‘tell’ – this affected levels of learner understanding. 

The exercise looking at the importance of their role in managing challenging customers was very 

hurried – learners not able to complete – this affected later task completion on hand outs. 

No activities to help learners develop their understanding of different personality styles and how 

these are related to different types of challenging behaviour– too much ‘tell’ – this affected levels 

of learner understanding. 
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Appendix 13    TALOS Moderation Report Tool 
 
 
Date ………………………..…….   Moderator’s Name / Identifier ………………………………………..………………. 
 

Report No …………. 
Criteria 

Met: Y  
N / P 

Comments 

There is a clear judgement 
about whether learning took 
place, which indicates how 
extensive the learning was, and 
this is consistent with the 
grade given to the session. 

  

What the learners were 
supposed to learn from the 
session is clearly described in 
the observation report. 

  
 

The judgements are evaluative 
statements (i.e. very clearly 
explain what worked well, or 
not well, in the session) rather 
than descriptive statements. 

  

Each judgement is supported 
by sufficient and relevant 
evidence (i.e. evaluative 
performance notes). 

  

The judgements do not 
contradict each other in any 
way. 

  

The judgements as a group 
support and are consistent 
with the grade given to the 
session. 

  

 
 
 
 

Other Comments (Anything you feel would help the observer produce a higher quality or more 
professional report) 
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Appendix 14 TALOS Moderation Report  
 

 
 

 

Teaching and Learning Observations 
TALOS Moderation Report 

 

Date:  Location:  

Panel 
Chair: 

   

Panel 
Members: 

   

 

 
Total Number of observation reports moderated at this panel meeting: 
 

 
Period during which the observations were conducted.   From ............... to ................. 
 

 

Overall themes emerging from the moderation process: 
 

1.  
 

2.  
 

3.  
 

4.  
 

5.  
 

6.  
 

7.  
 

8.  
 

9.  
 

10.  
 

11.  
 

12.  
 

 
Signature of Panel 
Chair: 

  
 
Date: 

 

 
 

   

Signature of Panel 
Member: 

 Date:  
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Glossary 
 

A1 Older qualification required by an Assessor before they are allowed 
to ‘Sign-Off’ all forms of Assessments on Apprenticeship 
programmes.  A1 has been superseded by the TAQA Qualifications 
 

A2 Older qualification required by an Assessor before they are allowed 
to ‘Sign-Off’ Practical Assessment on Apprenticeship programmes.  
A1 has been superseded by the TAQA Qualifications 
 

Academy Teaching 
Register 
 

A register of Candidates who attend a particular teaching and 
learning session 
 

Accredited 
Assessment Centre 

Each salon automatically becomes a City & Guilds accredited 
assessment centre for Hairdressing NVQ Levels 1, 2 and 3 when 
they join the Cheynes Training programme 
 

Advanced 
Apprenticeships 
 

A more advanced form of Apprenticeships, the Candidate completes 
NVQ Level Three plus other key aspects such as ERR and Key, Core 
or Functional Skills. 
 

Annual Learning 
Plan 
 

Schedule of training activities devised by each Centre 

APL 
 

See Recognition of Prior Learning 
 

Appeals Procedure This is the process whereby you can appeal against an assessment 
decision made by an Assessor or RTA. 
 

Apprentice 
 

The name given to a Candidate taking part in a government funded 
initiative to widen the participation of learning in the workplace, an 
alternative name is Learner.  
 

Apprentice 
Declaration Form 

Document which must be signed by the Candidate and which is 
used to apply for an Apprenticeship Certificate 
 

Apprenticeship 
Certificate 
 

The certificate that confirms that a Candidate has successfully 
completed their Apprenticeship Programme. 
 

Apprenticeship 
Completion 
Interview 
 

Short interview conducted by the RTA to see if a Candidate wishes 
to progress to an Advanced Apprenticeship when they have 
completed their Intermediate Apprenticeship 
 

Apprenticeship 
Framework 
 

The various components of an Apprenticeship Programme that need 
to be completed, this includes an NVQ, Core or Functional Skills, 
ERR and PLTS. 
 

Apprenticeship 
Learning 
Agreement 

A three way agreement signed by the Candidate, the Employer and 
Cheynes Training, not to be confused with the Individual Learning 
Agreement 
 

Apprenticeship 
Programme 
 

In England and Wales, an initiative aimed at encouraging employers 
and young people to adopt a broader base to their learning and 
incorporating NVQs, ERR, PLTS and Functional Skills.  
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Apprenticeships 
 

Generic name given to the Apprenticeship Programme 
 

Assessment The process of collecting evidence and making judgements on 
whether national standards of competence are being met by a 
Candidate during their Apprenticeship Programme 
 

Assessment and 
Verification Policy 

This is a quality document that explains in detail how Cheynes 
Training assessment and verification system operates 
 

Assessment Plan Document used by a Candidate to record in advance possible 
Assessment opportunities 
 

Assessment Sheet The name given to the records on which the competence of a 
Candidate is recorded; these are found in the Logbook and act as a 
record of achievement 
 

Assessment 
Strategy 
 

See Habia Assessment Strategy 

Assessor Any person who is qualified to take on the role of measuring and 
recording the Competence of Candidates on the programme. 
 

Assessor CV 
 
 
 

As part of the requirements of City & Guilds, all Assessors must 
record their career history on a CV which is made available for EVs 
to examine 

Assessor Induction 
Review 
 

Document used by RTAs to track the induction of new Assessors on 
the programme  

Assessor Zone 
 

Area on the Cheynes Training Website which is designed for use by 
Assessors involved with the programme 
 

Assessors 
Handbook 
 
 

Booklet produced by City & Guilds for each level of NVQ that details 
all of the requirements for the assessment and verification of NVQ 
awards 

Awarding Body  An organisation such as City & Guilds empowered to award 
certificates to Candidates who achieve NVQs 
 

Bank of Questions  A set of ‘scenario based’ questions asked by RTAs during TVR based 
reviews of Candidate progress 
 

Basic and Key 
Skills Builder  

Also known as BKSB, this is an online Initial Assessment system 
used to measure the Basic Skills needs of Candidates and then to 
provide them with appropriate support material 
 

Basic Skills A set of communication and number skills considered essential for 
employability, basic skills include Core and Functional Skills 
 

BKSB  See Basic and Key Skills Builder 
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BKSB Live On-line version of BKSB used to measure the Basic Skills of 
Candidates 
 

C&G  See City & Guilds 
 

Candidate The name given to those who are undertaking training and 
education on the Cheynes Training apprenticeship programme, an 
alternative name is Learner 
 

Candidate at Risk  
 

An Apprentice identified as being at risk of not completing the 
Apprenticeship Programme 
 

Candidate Details 
and Eligibility 
Check 
 

Document that the salon sends to Cheynes Training in order that 
Candidates may be registered on the Apprenticeship Programme 

Candidate Green 
File 
 

A folder containing all Candidate documentation that is held at 
Cheynes Training head office 
 

Candidate 
Handbook 

Document used to guide each Candidate through the Apprenticeship 
Programme 
 

Candidate 
Induction Review 

Document used to ensure each Candidate has completed a 
thorough Induction programme 
 

Candidate Logbook 
 

See Portfolio 

Candidate Monthly 
Target 

A document used by Candidates to set achievable targets on a 
monthly basis  
 

Candidate 
Portfolio 
 

See Portfolio 

Candidate Start 
Documents 

A set of documents sent out by Cheynes Training and used to 
register a new Candidate onto the programme 
 

Candidate Support 
Checklist 

Document used to record any addition support identified during 
Initial Assessment 
 

Candidate Zone 
 

Area on the Cheynes Training Website which is designed for use by 
Candidates on the programme 
 

Celebrating 
Success Certificate 

A certificate earned by Candidates as they complete a certain 
number of NVQ Units  
 

Centre  A generic name given to any individual salon or academy location 
where Apprenticeship Teaching and Learning and Assessment takes 
place 
 

Centre Disk CD ROM of commonly used resources that make it easy for centres 
to print off and use 
 

Centre Handbook 
 

A Cheynes Training document used to guide centres on how to 
operate all aspects of high quality apprenticeship learning 
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Centre Manual A document produced by City & Guilds to update policy relating to 
Assessment and Verification (replaces Ensuring Quality). 
 

Centre Number A unique reference that denotes the exact City & Guilds centre that 
a Candidate is attached to. The Centre Number for Cheynes 
Training is 728289. 
 

Certificate Request 
Form 
 

Document required to be signed by the Candidate in order for 
Cheynes Training to apply for the Apprenticeship Certificate 
 

Certification The process of awarding a certificate that details the achievement 
of a Candidate. 
 

Cheynes Training 
 

The organisation responsible for administering all aspects of the 
apprenticeship programme 
 

Cheynes Training 
Facebook  

Social media site for use by Candidates and others on the Cheynes 
Training programme and which can be located at 
www.facebook.com/cheynestraining 
 

Cheynes Training 
Website 
 

Website containing vast amounts of information relating to all 
aspects of the Cheynes Training Apprenticeship Programme, the 
address is www.cheynestraining.com  
 

CIF See Common Inspection Framework 
 

City & Guilds 
 

The body that Cheynes Training links with for the award of National 
Vocational Qualifications in hairdressing and various other awards 
such as Functional Skills, etc. 
 

City & Guilds 
SmartScreen  
 

See SmartScreen  

Client Consultation 
Sheet 
 

A type of supplementary Assessment Sheet  
 

Closed Book  This relates to an assessment where the Candidate cannot refer to 
notes, theory books etc. See also Open Book 
 

CMT See Candidate Monthly Target 
 

Cohort The name given to a group of Candidates who are due to complete 
their Apprenticeship Framework within a specific 12 month period 
ending on 31 July each year 
 

Cohort Targets Targets given to each RTA each year to encourage Timely 
Completion of the Apprenticeship Programme 
 

Common 
Inspection 
Framework 

A set of standards used by OFSTED when undertaking inspections 
of training providers 
 
 

http://www.facebook.com/cheynestraining
http://www.cheynestraining.com/
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Compact The name given to a number of Centres using the programme who 
are grouped together on a regional basis under the guidance of a 
named RTA 
 

Competence The ability to perform a range of work activities to recognised 
National Standards 
 

Competence 
Objectives 

Clearly stated goals that are used to guide Candidates towards 
achievement in NVQ 
 

Continuing 
Professional 
Development 

The system of recording the on-going learning and development of 
individuals involved in Training, Assessment and Verification within 
the programme 
 

Core Skills In Scotland, a set of skills which form part of the framework for 
Apprenticeships within Scotland  
 

CPD See Continuing Professional Development 
 

Credit Values A credit relates to the number of Guided Learning Hours that a unit 
is valued at. One credit equals 10 Guided Learning Hours 
 

Cross Unit Test This is a non-mandatory test and has been produced for each NVQ 
level to remove the necessity to reproduce the same knowledge 
over and over again. Cross Units are 601, 602 and 603. 
 

CSD See Candidate Start Documents 
 

CTLLS Part of a qualification for teachers/trainers on government funded 
learning programmes in.  The Initials stand for Certificate in 
Teaching in the Lifelong Learning Sector 
 

D32/33/34 Older versions of Assessor and Verifier qualifications required to 
‘sign-off’ Assessments.  D32, D33 and D34 has been superseded by 
the TAQA Awards but remain valid 
 

Data Pack Set of information sent out to RTAs and larger Centres each quarter 
that provides information about their Apprenticeship Programme 
performance 
 

Diversity Generic term used to describe the range of different cultures and 
minority groups within the United Kingdom and Ireland. 
 

Documentary 
Evidence 
 

Any type of evidence that is presented in a written form 
 

E&D 
 

See Equality and Diversity  

E&D Visa 
 

Document used to track progress and sign off all parts of the 
Equality and Diversity part of the Apprenticeship Programme 
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E1 See Observation of Assessment  
 

E2 See Witness Testimony 
 

E3 See Written/Oral Assessment (open book) 
 

E4 See Mandatory Written Questions (closed book) 
 

E5 See Product Evidence i.e. Consultation Sheets 
 

Early Leaver  
 

A Candidate who leaves the Apprenticeship Programme before 
completing the Apprenticeship Framework 
 

Early Leaver 
Details 
 

A document completed by the HOC when a Candidate leaves prior 
to completing the Apprenticeship Framework 
 

Early Leaver 
Questionnaire 
 

Feedback form sent out to each Early Leaver from the 
Apprenticeship Programme 
 

e-Assessor Electronic portfolio part of the PICS system used by RTAs to update 
information on each Candidate’s progress 
 

Education and 
Learning in Wales 

The Funding Agency responsible for the funding of training in 
Wales. 
 

Education Team 
Plan 
 

A document used by the RTA to record those involved in the 
delivery of Apprenticeship programmes within each centre 

Educator 
 

Generic name used to describe teachers, tutors and trainers 
involved in the Cheynes Training programme 
 

Educator Zone 
 

Area on the Cheynes Training Website which is designed for use by 
Educators on the programme 
 

EKU 
 

See Knowledge  

Eligibility Criteria Rules laid down by the Funding Body which identify the type of 
Candidates that are allowed to access funding support  
 

ELWa 
 

See Education and Learning in Wales 
 

Employer 
Handbook 
 

Booklet given to all new salons interested in joining the Cheynes 
Training programme and which gives essential information to 
employers 
 

Employer Zone 
 

Area on the Cheynes Training Website which is designed for use by 
Employers involved with the programme 
 

Employment 
Rights and 
Responsibilities  
 

ERR forms part of the Apprenticeship Framework, there are two 
versions of this online module, the earlier ERR8 and the most recent 
is ERR9 which must be completed by all Candidates in England who 
started after 27 June 2011 
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End Test See External Assessment 
 

ENR See Enrolment Number 
 

Enrolment Number Unique lifetime identification number for each Candidate enrolled on 
a City & Guilds programme 
 

Ensuring Quality 
 

A older document no longer used that was produced by City & 
Guilds to update policy relating to Assessment and Verification 
 

e-Portfolio Electronic version of the folder holding NVQ assessment material 
(and other material) which is used to record Candidate achievement 
 

EQA See External Quality Assurers 
 

Equal 
Opportunities 

See Equality and Diversity 
 

Equality Act Legal framework which protects individuals against any form of 
discrimination 
 

Equality and 
Diversity 

Apprenticeship programmes must be equally available to all young 
people regardless of gender, disability, sexual orientation, religion, 
ethnic origin, or any other measure of Diversity. All salons taking 
part in our programmes must agree to abide by our Equality and 
Diversity Policy 
 

Equality and 
Diversity Module 

An on-line training module developed by Cheynes Training which 
covers in detail aspects of Equality and Diversity 
 

ERR 9 
 

See Employment Rights and Responsibilities  
 

ERR Learning 
Agreement 
 

Document used to track progress and sign off the Employment 
Rights and Responsibilities part of the Apprenticeship Programme 
 

ERR On-line 
Module 
 
 

On-line training programme developed by Cheynes Training to 
guide Candidates through the Employment Rights and 
Responsibilities part of the Apprenticeship Programme 

ERR On-line 
Module 
 
 

On-line training programme developed by Cheynes Training to 
guide Candidates through the Employment Rights and 
Responsibilities part of the Apprenticeship Programme 

ERR Visa 
 

See ERR Learning Agreement 

Essential 
Knowledge  
 

The underpinning knowledge that is laid down in the NVQ Standards 
and which Candidates have to provide evidence of.  City & Guilds 
have a standard set of questions that are often referred to as ‘the 
EKU’ 
  

ETB Electronic newsletter sent out by Cheynes Training to all employers 
involved with the programme 
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e-Update Electronic newsletter sent out by Cheynes Training to all trainers 
and assessors involved with the programme 
 

EV See Qualification Consultant 
 

Every Child 
Matters 

Government initiative aimed at ensuring every young person under 
the age of 18 is healthy, stays safe, enjoys and achieves within their 
employment or training, makes a positive contribution and achieves 
economic wellbeing.  The Cheynes Training approach to this 
initiative is entitled Every Candidate Matters 
 

Evidence Candidates must provide evidence that proves they are competent 
in order to be assessed for NVQs.  Evidence is in two main forms, 
Performance Evidence and Supplementary Evidence. 
 

e-Volve A system of assessing certain written tests via the internet, most 
commonly used with NVQs and Functional Skills, eVolve has 
replaced GOLA 
 

External 
Assessment 

In NVQs and in Functional Skills, an external assessment or end test 
is most often completed using E-Volve 
 

External Quality 
Assurers 
 

New name for what used to be called External Verifiers 

External Verifier Still in common use, this is an older name for Qualification 
Consultant 
 

FETQ See Further Education Teaching Qualifications 
 

Framework 
 

In England, the name given to the Apprenticeship structure that 
includes, NVQs, ERR and Functional Skills. 
 

Functional Skills A Basic Skills programme that is part of the Apprenticeship 
Programme in England that replaced Key Skills from October 2012 
 

Functional Skills 
Tutor 
 

Specialist appointed by Cheynes Training to help salons with 
Functional Skills 
 

Funding Agency 
 

See Funding Body 
 

Funding Body 
 

Agencies appointed to oversee and provide limited funding for 
NVQs.  The three main agencies are the Skills Funding Agency in 
England; Learning and Development Scotland and Education and 
Learning Wales 
 

Further Education 
Teaching 
Qualifications 
 

A set of teaching qualifications designed for new Teachers in the 
Work Based Learning sector in England  
 

GLH See Guide Learning Hours 
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Global On-Line 
Assessment 

A older system, now replaced by e-Volve, of assessing certain 
written tests via the internet, most commonly used with NVQs and 
Functional Skills 
 

GNVQ Initials which stand for General National Vocational Qualifications, 
which are taught to pupils in schools as preparation for working life 
 

GOLA See Global On-Line Assessment 
 

Guide Learning 
Hours 

The minimum number of hours a Candidate is expected to spend in 
Learning during their time on the Apprenticeship Programme, one 
credit equals 10 guide learning hours. Guided learning hours include 
delivery, Assessment, reviews, feedback and Candidate personal 
study time. 
 

Habia 
 
 

The standards setting body for hairdressing, Habia is made up of 
employer representatives and representatives from the major 
organisations within the industry 
 

Habia Assessment 
Strategy 
 

Assessment strategy produced by Habia that all awarding bodies 
involved with hairdressing NVQs must follow 

Head of Centre 
 
 

Person responsible for co-ordinating Teaching, Learning and 
Assessment at each centre 
 

Head of Centre 
Induction 
Checklist 

Checklist to introduce a new Head of Centre into the Cheynes 
Training Apprenticeship systems 
 

Head Office 
 
 

Cheynes Training’s head office at 15 Hope Street, Edinburgh, EH2 
4EL, telephone 0131 476 7100, or by email at 
enquiries@cheynestraining.com 
 

Health & Safety Candidates on NVQ programmes must be trained in all aspects of 
health and safety and salons taking part must have an approved, 
written Health and Safety policy 
 

HOC 
 

See Head of Centre  

ILA 
 

See Individual Learning Agreement 
 

ILP 
 

See Individual Learning Agreement 
 

ILR 
 

See Individual Learning Record 
 

Individual 
Learning 
Agreement 
 

A document that has replaced the Individual Learning Plan or ILP 
and which sets out the training a Candidate will receive during the 
time they spend in training and that maps the progress of a 
Candidate on the programme.  A copy of the ILA is kept in the 
Candidate Logbook 
 

Individual 
Learning Plan 
 

See Individual Learning Agreement 
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Individual 
Learning Record 
 

Funding Body document that is used in England to register a 
Candidate on a funding supported learning programme. 
 

Induction The process of introducing a new employee to a company or 
learning programme.  Induction forms an important part of the 
programme and should be undertaken within the first four weeks of 
a Candidate starting their Apprenticeship Programme 
 

Induction 
Checklist 

Document used to record all Induction activity by each Candidate 
 

Initial Assessment 
 

A way of establishing the existing skills and abilities of a Candidate 
prior to placing them on a specific training programme 
 

Internal Quality 
Assurer 
 

The Regional Training Advisor also acts as an internal quality 
assurer sampling assessments to ensure that they meet national 
standards of competency. 
 

Internal 
Verification 
Confirmation 
 

Document that must be ‘signed off’ by the RTA before an NVQ 
Certificate may be applied for by Cheynes Training 

Internal 
Verification Report 
 

Summary of a wide sample of Assessment activity undertaken in a 
Centre over a given period of time. 

Internal Verifier  
 

The Regional Training Advisor also acts as an Internal Verifier, 
sampling Assessments to ensure that they meet national standards 
of competency. 
 

IQA See Internal Quality Assurance 
 

IV See Internal Quality Assurer 
 

IVC See Internal Verification Confirmation 
 

Knowledge  
 

The underpinning knowledge that is laid down in the NVQ Standards 
and which Candidates have to provide evidence of.  City & Guilds 
have a standard set of questions that are often referred to as ‘the 
EKU’ 
  

Last Day Of 
Structured 
Learning 

Used to trigger funding, the last day that the Candidate undertook 
some form of learning, this could be attendance at a training 
session, an assessment or a review, etc. 
 

Launch Pack A pack sent to a new Centre in advance of their launch onto the 
programme 
 

Learner The name favoured by a Funding Body for those who are 
undertaking training and education on an NVQ programme, an 
alternative name is Candidate 
 

Learner Journey 
 

A planning tool which allows Cheynes Training to develop resources 
to help Candidates at each stage of their learning programme 
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Learner Voice 
 

Listening to Candidates is a very important aspect of the 
Apprenticeship programme, this is often referred to as the Learner 
Voice 
 

Learning Assistant An e-Portfolio developed by City and Guilds and used on the 
Cheynes Training programme. 
 

Learning 
Resources 

Materials developed for use in delivering learning, we strongly 
encourage salons to use the Habia resources available in the 
Educator Zone on the Cheynes Training Website 
 

Learning Story A folder that holds key documents used by Candidates 
 

Lesson Plan A Unit based summary of learning delivered to Candidates 
 

Level 3 Certificate 
in Assessing 
Vocational 
Achievement 
 

Assessment qualification that replaces D32/33 and A1 and which 
consists of three units, one being a knowledge based unit. 

Logbook Folder held by each Candidate that contains the assessment 
material for the NVQ plus other important information. 
 

Mandatory Written 
Questions 

So called ‘E4’ questions within the Hairdressing Standards that must 
be completed in writing or via On-line Assessment in Closed Book 
conditions. 
 

MAP 
 

See Meeting Action Plan 

MAR  
 

See Monthly Attendance Report  
 

Meeting Action 
Plan 
 
 

Document used by the RTA to plan and track all action required to 
be taken by Centres 

Mentor Suitably qualified and experienced person providing individual 
additional support, guidance and advice to Candidates to help them 
achieve their Apprenticeship Framework 
 

Minimum Level of 
Performance  
 

The minimum target for Apprenticeship Framework completions that 
all training providers must achieve in order to be awarded future 
funding contracts  
 

MLP 
 

See Minimum Level of Performance 

Monitoring The act of measuring the progress of Candidates and salons as they 
move towards gaining Apprenticeship awards and qualifications 
 

Monthly 
Attendance Report 
 

A Monthly Attendance Report  is sent to the Centre for checking, 
signing and returning to Cheynes Training to indicate that 
Candidates are still in learning 
 



          © 2013 Cheynes Training                                 Page 61                                   TALOS Handbook V2.2 

 

NAS See National Apprenticeship Service 
 

National 
Apprenticeship 
Service 
 

Body that has end to end responsibility for Apprenticeship 
Programmes in England 
 

National Minimum 
Wage 
 

Regulations that cover what employers must pay to employees as a 
minimum.  Candidates on Apprenticeship Programmes are often 
exempt from certain aspects of the National Minimum Wage. 
 

National Standards 
 

See National Occupational Standards 
 

National 
Occupational 
Standards 
 

An abbreviated version of the expression ‘National Occupational 
Standards’.  This is the minimum attainment Candidates are 
expected to achieve and provide Evidence of Competence within 
NVQs 
 

National 
Vocational 
Qualification 
 
 
 
 
 
 
 
 

A qualification approved by the Qualifications and Curriculum 
Authority and the Scottish Qualifications Authority and based on 
National Standards specified by Habia.   There are four levels in the 
NVQ structure in hairdressing: 
 
Level 1 - Entry level (in Scotland, Level 4) 
Level 2 - Intermediate level (in Scotland, Level 5) 
Level 3 - Advanced level (in Scotland, Level 6) 
Level 4 + Higher level 
 
Cheynes Training normally offers NVQ Levels 1 to 3 only in England 
(and NVQ Levels 4 to 6 only in Scotland) 
 

NVQ See National Vocational Qualification 
 

NVQ Level One 
 

A popular pre-entry level of the Apprenticeship Programme,   NVQ 
Level One is mainly aimed at young people who are still at school 
 

NVQ Level Two 
 

Part of the Intermediate Apprenticeship, NVQ Level Two is aimed at 
allowing young people to become excellent hairdressers in the 
shortest possible time 
 

NVQ Level Three 
 

Part of the Advanced Apprenticeship, NVQ Level Three is aimed at 
helping young hairdressers build a Clientele and become totally 
effective members of the salon team. 
 

NVQ Standards 
 

See National Occupational Standards 
 

NVQs in Barbering Once a Candidate has completed an Intermediate Apprenticeship, 
they can progress onto the barbering NVQ 
  

Observation of 
Assessment 

The act of observing work activities completed by a Candidate and 
recording the outcome on an Assessment Sheet 
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Off-the-Job 
Training 

Learning which is undertaken away from the normal commercial 
activity of the employer. 
 

Ofsted The body responsible for inspecting all Apprenticeship providers of 
funded learning in England.   
 

On-line 
Assessment 
 

Assessment which is completed via the internet by the Candidate 
responding to computer generated questions on the City & Guilds 
website using the e-Volve system 
 

On-Line Questions See On-line Assessment 
 

On-the-Job 
Training 
 

Learning which is undertaken alongside the normal commercial 
activity in the salon 
 

Open Book  This relates to a test whereby the Candidate can refer to notes, 
theory books etc during a test. See also Closed Book 
 

Oral Assessment The action of questioning a Candidate to ensure that they can 
demonstrate knowledge of the task in which they are being 
assessed. 
 

Oral Questions 
 

See Oral Assessment 

Outcome 
 

A sub-division of a full Unit of the NVQ 
 

PAR See Progress Action Review 
 

PC See Performance Criteria 
 

Performance 
Criteria 

A list of criteria that a Candidate’s performance is judged against 
during the Assessment process. 
 

Performance 
Evidence 

During Assessment, information gathered in order to satisfy the 
assessor that a Candidate can satisfactorily perform any given 
Outcome.  Performance Evidence can take the form of Practical 
Assessment, Oral Assessment or Written Assessment, etc. 
 

Personal Learning 
and Thinking Skills  
 

Skills built into the Apprenticeship Framework in England that 
include team-working, creative thinking and the ability   to study 
independently, a willingness to collaborate    with others, and a 
readiness to progress to further opportunities for education or 
training.  
 

Personal Study 
Guide 
 

A booklet which forms part of Level One and other types of training 
programmes and which is used by the Candidate as part of their 
studies 
 

PICS 
 

Web based learner management system used by Cheynes Training 
to record all activity that takes place on the Apprenticeship 
Programme 
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Placement Expression used by the Skills Funding Agency to signify the work 
location of Candidates on an Apprenticeship programme. 
 

PLTS See Personal Learning and Thinking Skills 
 

Portfolio A folder holding the NVQ and SVQ Logbook (and other material) 
which is used to record Candidate achievement 
 

Practical 
Assessment 

The act of assessing a Candidate carry out practical work in order to 
judge their Competence in a task 
 

Practical 
Observation 

See Practical Assessment 
 

Programme 
Director 

Person with overall responsibility for all aspects of the Cheynes 
Training NVQ Programme 
 

Programme 
Launch Checklist 

A checklist used during the launch of a new Centre onto the 
Apprenticeship Programme 
 

Progress Review Meeting held with a Candidate to record progress towards the 
completion of the Apprenticeship Programme 
 

Progression Plan System of encouraging Candidates who complete an Intermediate 
Apprenticeship (Level 2) to progress to an Advanced Apprenticeship 
(Level 3) 
 

Proxy 
Qualifications 

Certain types of qualifications, especially GCSE qualifications that 
exempt a Candidate from doing the Key Skills External Tests 
 

PTLLS Part of the qualification required by all new teachers/trainers on 
government funded learning programmes in England from 
September 2007.  The Initials stand for Preparing to Teach in the 
Lifelong Learning Sector 

QCA See Qualifications and Curriculum Authority 
 

QCF See Qualification Credit Framework 
 

QIP See Quality Improvement Plan  
 

QRM See Quarterly Review Meeting 
 

Qualification 
Consultant 

Appointed by City & Guilds, Qualification Consultants have 
responsibility for checking that Assessment is being carried out to 
the National Standards 
 

Qualifications and 
Curriculum 
Authority 
 

The body responsible for maintaining National Occupational 
Standards in all qualifications in England 
 

Qualifications 
Credit Framework 

A system of apportioning a funding value to each part of an 
Apprenticeship Programme 
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Quality Assurance The process by which a desired outcome is guaranteed by means of 
monitoring and verification. 
 

Quality 
Improvement Plan 

Document used to record all on-going quality improvement within 
the Apprenticeship Programme 
 

Quarterly Review 
Meeting 

A type of review meeting that takes place every three months 
between Cheynes Training and an Academy 
 

Range Tracker A summary of the range of situations that must be covered by a 
Candidate in order to prove that they are competent in a particular 
NVQ Unit within the programme. This is to be kept separate from 
the Candidate Portfolio 
 

Recognition of 
Prior Learning 

A system of awarding credits towards an award in recognition of 
learning and experience gained in the past. Also called APL 
 

Regional Training 
Advisor  

Key personnel in the Cheynes Training system. RTAs act as the 
Internal Verifier and are a vital link between each Candidate and the 
Programme Director 
 

RPL See Recognition of Prior Learning 
 

RTA See Regional Training Advisor 
 

RTA Resource File 
 
 

Set of resources contained in a file that the RTA needs to undertake 
their role 

RTA Zone 
 

Area on the Cheynes Training Website which is designed for use by 
Regional Training Advisors 
 

Safeguarding A set of legal requirements that are aimed at ensuring that young 
people under the age of 18 and vulnerable adults are protected 
from harm.   
 

Salon Health 
Check 

Key quality control document that is used to monitor health and 
safety provision on each employers premises 
 

Scottish 
Qualifications 
Authority 

Body responsible for maintaining National Standards in all 
qualifications in Scotland 
 

Scottish Vocational 
Qualification 

The Scottish equivalent of an NVQ and often referred to as an SVQ.  
SVQs use the same standards as NVQs  
 

Screening 
Documents 

Documents used in the Initial Assessment process to measure the 
basic abilities of Candidates. 
 

SDB 
 

See Scanned Document Bank 
 

SDS 
 

See Skills Development Scotland 
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Service Times Agreed set of maximum service times for certain, critical services for 
each level of NVQs and SVQs 
 

Session Plan 
 

A schedule and guide to the learning to be delivered in a specific 
training event – we encourage the use of the session plans 
contained in the Habia learning resources 
 

SFA See Skills Funding Agency 
 

Skills Development 
Scotland 

Funding Body that is responsible for funding Work Based Learning 
in Scotland 
 

Skills Funding 
Agency 

Funding Body that is responsible for funding Work Based Learning 
in England 
 

SmartScreen Web based resource that helps salons to plan and deliver Essential 
Knowledge training and provided free of charge to salons and 
Candidates by Cheynes Training 
 

SQA See Scottish Qualifications Authority 
 

Standardisation 
Meeting 
 

A series of meeting of all Assessors Involved in the Apprenticeship 
Programme which are held to help ensure that all Centres are 
operating within the guidelines laid down by City & Guilds and other 
awarding bodies 
 

Start documents 
 

Set of documents sent out to each Centre by Cheynes Training in 
order to register Candidates with the Funding Body 
 

Supplementary 
Evidence 
 

Supporting Evidence, not the primary proof of Competence. 
 

SVQ 
 

See Scottish Vocational Qualification 
 

TALOS 
 

See Teaching and Learning Observation Strategy 

TALOS Handbook A detailed reference handbook for all observers of teaching learning 
and assessment  
 

TALOS 
Observation 
 

Activity conducted by an RTA and used to monitor and record 
teaching activity at Centres 
 

TAQA  
 
 
 

TAQA is an acronym for Training Assessment and Quality 
Assurance, it is a set of Assessment qualifications that replace the 
A1, A2 and V1 qualifications (which still remain valid for use by 
assessors) 
 

Teacher Handbook A detailed reference handbook for all Teachers involved in the 
Cheynes Training programme 
 

Teacher/Trainer 
 

Person who delivers Learning to Candidates on a NVQ programme 
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Teaching and 
Learning 
 

The act of helping Candidates with their Learning.  We use this 
expression rather than ‘training’ in order to underline the 
importance of this aspect of the Apprenticeship programme 
 

Teaching and 
Learning 
Observation 
 

The overall strategy developed by Cheynes Training to measure, 
record and improved teaching and learning within the programme 
 

Technical Director The person who is responsible for guiding the team of Regional 
Training Advisors in all aspects of the programme 
 

Timely Completion 
 

This occurs when a Candidate completes the Apprenticeship 
Programme within the expected timeframe for the award 
 

Train the Trainer 
 

Series of one day training courses aimed at improving teaching and 
learning on the Cheynes Training Apprenticeship Programme 
 

Training 
Agreement 
 

A legal document reviewed each year that sets out the main terms 
and conditions for each Centre on the Cheynes Training 
programme.   
 

Training Provider An organisation that has been vetted by the appropriate Funding 
Body prior to being given a contract to receive funding support 
operate Apprenticeship Programmes 
 

TVR 
 

See Twelve-weekly Visit Report 

Twelve-weekly 
Visit Report 

Document used by the RTA to record progress towards Framework 
completion by each individual Candidate. 
 

Under 
Represented 
Groups 

Specific types of individuals who, in percentage terms, have lower 
representation on a specific learning programme than that which 
occurs in the population as a whole 
  

Unique Learner 
Number 

A specific number used to identify Candidates on an Apprenticeship 
Programme 
 

Unit Shortened version of Unit of Competence, all NVQs are made up of 
a series of Units  
 

Unit Completion 
Plan 

Document used to guide a Candidate toward the completion of an 
NVQ Unit 
 

URG See Under Represented Groups 
 

V1 See TAQA 
 

VARK 
Questionnaire 

A set of multi-choice questions that helps to identify the preferred 
learning style of a Candidate 
 

Verification The process of monitoring and approving assessments made by 
Centres offering NVQs.  Verification is under-taken by Internal 
Verifiers (normally an RTA) and by External Verifiers appointed by 
City and Guilds. 
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Verifier An abbreviation for either Internal Verifier (normally an RTA) and/or 
External Verifier  
 

Vocational 
Qualification 
 

Qualification that is based around a specific job or vocation such as 
hairdressing, retail, etc. 
 

VQ See Vocational Qualification 
 

Wall Chart 
 

A chart that is used to record units completed by a Candidate 
during the time they spend on the NVQ programme.   
 

WBL See Work Based Learning 
 

Wellbeing General name for all areas covering the health, safety and welfare 
of people on the Cheynes Training programme 
 

Witness Testimony 
 

A statement produced by someone other than the Assessor or 
Candidate, who has observed something take place 
 

Work Based 
Learning 

Generic name given to vocational training programmes that are 
based on employers premises 
 

Working Time 
Directive  

Government enforced regulations that cover the number of hours 
an employee must normally work each week. 
 

Written 
Assessment 

Gathering of written evidence in order to establish that a Candidate 
has a wide range of knowledge about a task in which they have 
been assessed.  Written assessment can take the form of exam 
and/or portfolio work and can also be completed using the e-Volve 
system 
 

Written Proposal Initial offering outlining the terms and conditions for a new  centre 
to join the Cheynes Training programme 
 

 
 

Contact Information 
 

Cheynes Training 

15 Hope Street 

Edinburgh, EH2 4EL 

Tel: 0131 476 7100 
 

Programme Director – 0131 476 7100, mobile 0771 034 0048 

Programme Director email address william@cheynestraining.com  

Technical Director – 0797 172 7654, melanie@cheynestraining.com  

Wellbeing Officer – 0795 828 4266, wellbeing@cheynestraining.com  

For general enquiries – 0131 478 4619, enquiries@cheynestraining.com  
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