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INTRODUCTION 

 

Welcome and thank you for being a participant of Erasmus+Programme of the European Union 

Project: Peer Lesson Observation in Language Teaching (PLOLT). The aim of this project 

is to develop and launch a system of peer observation for development of language teachers of 

the participating organisations. 

This Guidebook describes the steps a peer observer should follow to effectively observe a peer 

in the online environment and to provide meaningful feedback to the participating organisations 

and each other. We believe the goals of any peer observation, whether formal or informal, are 

the exchange of instructional insights, discussion of pedagogical methods, and the development 

of collaborative teaching relationships in local and international context.  

For the purpose of this Guidebook, we define “peer observer” as the individual conducting the 

observation and “peer observee” as the individual who is being observed. 

This Guidebook is meant to serve as a guide for observations of all participating organisations 

(Kurzy Zebra of the Czech Republic, Alpha School of English of Malta, Societa Cooperativa 

Scola Internazionale di Roma of Italy) and defines basic terms to ensure suitable understanding 

of all collaborating sides. 

This Guidebook includes advice on the preconditions for successful peer observation and how 

to establish a culture that enables this practice to happen. It describes the STEPS (1-10) of 

online  peer observation (ATTACHMENT 1). The guidebook also includes information about 

what each phase involves, good techniques and practices, as well as advice and 

recommendations for the observer and observee (ATTACHMENT 2).  

Tools for peer observation: each phase in the cycle of peer observation includes an annotated 

template for teachers to record their observation, and post observation reflection and feedback.   
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STEP 1: Clarify expectations  

 

This Guidebook has been developed to support teachers engaging in the process of peer 

observation, feedback and recording information. 

What is a peer observation? 

Peer observation is when a teacher observes another teacher in order to develop his/her online 

practice. Peer observation is a two-way process that can benefit both - the observer and the 

observee, with the goal of improving learning and teaching in virtual classrooms. 

What is the purpose of peer observation? 

The purpose of peer observation is to observe pedagogical practices—in real-time—or virtually 

as they play out in virtual environment , and to lay the groundwork for an open and constructive 

follow-up discussion between teachers (observer and observee) with a shared mission of 

improving teaching and learning. 

For the purpose of this Project evaluating the teaching skills of an observee is not the objective 

of the observations. The aim is to focus on the Intercultural benefits of observation. Our 

intercultural cooperation can provide  an inspiration for all participating parties. There is the 

possibility and potential of shedding new light from this inter-cultural partnership and 

implementing it to each partner´s local contexts. Sharing best practices should bring 

improvement and inspiration to the educational process.  

“What can I bring home?” 

“How can I enrich my own teaching skills and make my classes more effective and interesting?” 

“What could I share with my colleagues to broaden their horizons in teaching?” 

“Why don’t we use this great activity too? It is so useful and fun!” 

These are examples of questions each observer should ask him/herself and pay special attention 

to provide innovative insight as well as comprehensive and concrete information and 

knowledge. This all has to be  noted in the Peer Observation Form (ATTACHMENT 3) which 

has been developed for the purpose of this Project and meets the special needs and expectations 

which should be fulfilled.  

Recommendation: Please be very specific when describing and providing information in the 

Peer Observation Form. Give concrete ideas and suggestions with full description!  

Recommendation: Provide names of actual websites, mobile applications, materials and 

resources which were used during the session that would be beneficial for yourself and others! 

 

                           “What you do not know, indeed what you cannot know, is often                        

more important than what you do know.” 

                                                                                                               Healy cited in Macbeth, 1999 
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STEP 2: Review logistics 

 

The virtual observation may have two forms: 

1. Synchronous on-line (live participation in on-line lesson. The observe is invited to 

the on-line lesson. 

2. Observation of recorded lesson (which happened earlier without presence of the 

observer) 

Prior to the observation, you should note the exact date, time, and  session link of the teaching 

session. Schedule enough time to be online early and stay until the last learner has left (in case 

of online observation, if recording n/a).  

Recommendation: Many teaching interactions happen before and after a session, providing you 

with further insight into the observee’s teaching approach. 

You should be apprised by an observee of the aim of the lesson when you meet each other in 

the online classroom to get clear orientation and awareness. For example the observee´s  aim 

could be  - The aim of this lesson is to  introduce vocabulary related to the topic My family and 

me and also practise possessive pronouns.  

Take note of the date of the observation, name of the observee, level of learners, and the format 

of the session on the Peer Observation Form. 

In case of a synchronous on-line lesson: Although this may seem minor, it is important to 

determine how the observee will introduce you to the learners (if you are not introduced to the 

learners, they may assume you are observing them!). The observee must introduce you as an 

international guest  prior to the start of the session and explain the purpose of the observation. 

The observer can introduce him/herself too and greet learners. 

Finally, ensure that there is adequate time after the teaching session (if online, recording n/a) to 

debrief the experience and provide feedback.  

In case of any problems, please, immediately contact the coordinator (the person who is in 

charge of this Project) of your home language school (for example - you are not able to attend 

your observation, a sudden health indisposition and others). If you are late for your observation, 

you should be allowed to attend it anyway.  

 

 

STEP 3: Plan the follow-up meeting first    

 

After a virtual observation (recording) 

Feedback discussion between the observer and the observee can be conducted either in the form 

of an email or video conference as  mutually agreed upon by both parties. The feedback meeting 

should be scheduled immediately after the observation and should not take longer than 10-

15minutes.  
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STEP 4: Get ready in advance 

 

By going over the Peer Evaluation Form (ATTACHMENT 3) before the observation, you will 

better be able to provide valuable and meaningful feedback to the observee after the teaching 

session. We encourage you to use and adapt this Form to meet your own peer observation needs. 

It is highly important to review the Peer Evaluation Form prior to your observation in order 

to meet the goals of the Project. 

Recommendation: Make sure you fully understand all sections of the Peer Observation Form. 

If not, contact your coordinator and we will be happy to clarify! 

 

 

STEP 5: Conducting the observation 

If attending a virtual class in real time, enter the class before session commences, you may 

discuss with the teacher if your camera should be on or off while observing  the session. Do not 

participate in the session (e.g. answer questions, share comments).  

It is highly recommended to have the Peer Observation Form with you during the  online 

observation, or listening to recording. However, it is difficult to perceive what is happening in 

the classroom while considering each item listed on the Peer Evaluation Form. Remember the 

Form’s purpose is to guide the observation, not to rate or assess a teaching performance. As 

was previously mentioned it is best to review the Form ahead of time and then have it with you, 

and make notes on it, or on extra sheets of paper.  

When taking notes, it is important to stay focused on the pedagogy rather than the specific topic 

or content.  To this end, pay attention to what is happening or being discussed during the 

teaching encounter rather than taking notes about the topic being presented.   

Observation etiquette for observers: 

● Respect the confidentiality of what you observe  
● Be on time for the lesson in case of online observation 
●  Agree with the teacher if your camera should or should not be onObserve carefully and 

make notes: remember, you are eyes and ears 
● Keep the agreed focus of the observation (intercultural exchange). Make observation 

and notes relating to it  
● Don’t join in the lesson or ask the observee or students questions during the lesson 

unless you have agreed this before the lesson with the observee 
● Leave at the time you have agreed with the observee 
● Don’t forget to set up a time for discussion and reflection with the observee, in case of 

online observation, you can do it immediately after the session 
● Remember to report the observation  
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STEP 6: Meet soon after the teaching session 

Feedback is most useful when it is given immediately after the observation.  It ensures that 

reflections on the observee’s teaching are not forgotten or become vague. Sharing an observer’s 

observations of the observee’s classroom practises are recommended to  be done  by video 

conferencing as previously arranged, or by email to ensure the desired effect of an 

intercultural exchange of sharing best practices internationally.   

 

 

STEP 7: Debrief the teaching session 

 

Select a private online place to debrief the session in case of virtual observation. Explain that 

you enjoyed observing his/her session and that you would like to share feedback and reflections 

about the session. Send an email in case of recorded observation. 

 

STEP 8:  Give feedback that is useful  

  

In your role as peer observer you have the advantage of stepping back to notice, and later share, 

critical teaching moments with the observee. Your task is to “mirror” back to the observee what 

impressed you about the learner engagement, group dynamic, and the instructional and process 

issues that you were able to see from your distant point.  

Recommendation: Make sure you emphasise the positive elements, build confidence, and focus 

on the specific areas as the Intercultural benefits of observation! 

Recommendation: Approach the feedback experience as a mutual exploration of best teaching 

practices.  

Tips for giving feedback: 

1) Make feedback constructive and guarantee that you remain unbiased  

2) Make sure your feedback depends on factual evidence gathered during the observation 

3) Ask explaining questions 

4) Provide opportunities for the teacher you observed to clarify their reasoning, and their 

understanding. 

5) Be explicit by providing examples to improve understanding 

6) Be positive 

7) Feedback needs to be part of the overall communication process and developmental 

dialogue - use skills such as rapport or mirroring 

8) Use ‘I’ and give your experience of the behaviour, for example -  (‘When you said…, I 

thought that you were…’) 
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STEP 9: Avoid common feedback pitfalls 

 

It is essential to remember that the peer observation process may feel challenging or threatening 

for an observee as it involves opening themselves up to review and potential criticism.  Given 

that both being observed and receiving feedback may be novel experiences for observees, it is 

best to avoid these common pitfalls when delivering peer feedback: 

- launching immediately into what you would have done in the same situation 
- focusing solely on identifying and describing “problems” observed 
- providing an overwhelming list of what to do and what not to do in future sessions  
- leading a one-way conversation without asking for the observee’s reflections or thoughts 
- comparing the observee with another teacher 
- pointing out skills that need further improvement, without providing suggestions or 

solutions on how these areas may be developed  

Recommendation: Please note that every evaluation should spend some effort to offer feedback 

on positive/negative styles relative to effectiveness of above. Everyone can improve! What 

really matters here is how constructive this is for our Peer Observation Project and its need to 

share Intercultural benefits and enrich teachers whom the information will be provided.  

 

 

STEP 10: Report your peer observation  

 

As it was mentioned above, we highly recommend that you have the printed version of the Peer 

Observation Form with you during the actual observation. Afterwards you will need to transfer 

your observation and feedback notes on the online version of the Peer Evaluation Form: 
https://forms.gle/Rfma5Qr3B8Vxrfvw9  

We kindly ask you to complete the online form within a maximum of 7 days after the 

observation so as not to lose the authenticity of acquired information and suggestions. 

https://forms.gle/Rfma5Qr3B8Vxrfvw9


ATTACHMENT 1 
 

 
 

10 STEPS TO HANDLE THE PROCESS OF A PEER OBSERVATION 

 

STEP 1 – Clarify expectations 

⮚ An evaluation of the teaching skills of an observee is not the objective of the 

observations. The aim is to focus on Intercultural benefits of observation! 
 

STEP 2 – Review logistics  

⮚ Note the exact date, time of the teaching session, as well as where you can meet the 

observee /link to class. Schedule enough time to be on time! 

⮚ In case of a recorded lesson, you just watch the lesson at any convenient time. 
 

STEP 3 – Plan the follow-up meeting first 

⮚ The feedback discussion between the observer and the observee is an essential 

component of conducting an observation; 10-15 minutes is adequate time for it. 
 

STEP 4 – Get ready in advance 

⮚ Go over the Peer Evaluation Form before the observation to be able to provide valuable 

feedback and fully understand all the sections of the Form. It is crucial to review it 

prior to your observation in order to meet the goals of the Project. 
 

STEP 5 – Conduct the observation 

⮚ Have a printed version of the Form with you to and write notes on it. Stay focused on 

the pedagogy rather than the specific topic. It is best to record interesting comments, 

concrete titles and points of confusion!  

 

STEP 6 – Meet soon after the teaching session 

⮚ Feedback is recommended to  be given through a videoconference after the session or  

by email.. 
 

STEP 7 – Debrief the teaching session  

⮚ Select an online place to debrief the session in case of online observation. Send an 

email in case of recorded observation. 
 

STEP 8 – Give feedback that is useful 

⮚ Approach the feedback experience as a mutual exploration of best teaching practices. 

Focus on the specific areas as the Intercultural benefits of observation! 
 

STEP 9 – Avoid common feedback pitfalls 

⮚ The main aim of this Project is to enrich teachers whom the information will be 

provided, not criticism of an observee’s teaching practices. 
 

STEP 10 – Formulate the written summary  

⮚ Transfer your observation and feedback notes on the online version of the Peer 

Evaluation Form: 
https://forms.gle/Rfma5Qr3B8Vxrfvw9  

Complete the online form within a maximum of 7 days after the observation. 

https://forms.gle/Rfma5Qr3B8Vxrfvw9
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Basic information for an observee 

 

You are an important part of the Erasmus +Programme of the European Union Project: Peer 

Lesson Observation in Language Teaching (PLOLT). The aim of this project is to develop 

and launch a system of peer observation for development of language teachers of the 

participating organisations (Kurzy Zebra of the Czech Republic, Alpha School of English of 

Malta, Societa Cooperativa Scola Internazionale di Roma of Italy). 

For the purpose of this project, we define “peer observer” as the individual conducting the 

observation and “peer observee” as the individual who is being observed (“you”). It is necessary      

to highlight that evaluating your      teaching skills is not the objective of the observations! 

The aim is to focus on Intercultural benefits of observation. Our intercultural      cooperation 

can provide great amounts of inspiration for all participating sides to be shared. There is the 

possibility and potential of shedding new light from this inter-cultural partnership and 

implementing it to the local contexts of all participants. Sharing these best practices should 

bring improvement and inspiration to the educational process.  

 

Please note: 

1. Apprise the observer of the aim of your lesson when you meet each other to get clear 

orientation and awareness. For example - The aim of this lesson is to introduce vocabulary - 

My family and me and practise possessive pronouns. 

2. Introduce the observer to the learners (if you don´t, they may assume that he/she is 

observing them!). Please introduce the observer as an international guest prior to the session 

and explain the purpose of the observation. It is also polite to provide an opportunity to the 

observer to introduce him/herself and greet your learners.  

3. Follow-up meeting - the feedback discussion is an essential component of an observation; 

therefore, scheduling a follow-up meeting between you and the observer is recommended. 10-

15 minutes is adequate time for it. Please make sure you have this meeting  after the observation, 

either through a videoconference or by email.   

 

 

Thank you very much for your kind cooperation. We appreciate it and hope that these 

intercultural observations will bring inspiration and joy to all of us! 

 

 

 

 


