
Quality Assurance Pro Forma
A quick and simple form which provides great analysis in reports. 

Created by Conyers School. 

Click here to see an 

example of this template 

as a record. 

https://www.sisraobserve.com/downloads/so/templatelibrary/QATemplatePDFRecord.pdf


Focus Areas

Notes

Labels are uneditable 

blocks of text which 

can be added to a 

template. These allow 

for information to be 

included within records 

such as a reminder of 

the observation 

process or school 

policies. 

Fields

General prompts 

labels

No outcomes have 

been used for this 

focus area. This 

allows for comments 

to be entered which 

can be viewed in the 

details reports. It also 

allows for staff to be 

able to reflect on these 

notes and upload 

supporting evidence 

such as seating plans 

or student data. 



Comment boxes have 

been disabled for this 

summary section. This 

allows for staff to 

assess the key aspects 

of the lesson without 

having to comment on 

each individual focus. 

Focus Areas

Checking Understanding 

Learner Attitudes to 

Learning

Literacy Development

Outcome set
“Standard 

Outcomes”

Outcomes:
Strongly Agree

Agree
Disagree

Strongly Disagree



The outcome set used 

allows for identification of 

the observer’s subjective 

experience within the 

lesson. Rather than an 

overall “Grade” it provides 

a snapshot of the lesson 

and what the observer 

was able to experience 

during their visit. 

Focus Areas

Developing Long Term 

Memory and Fluency

Learner Behaviour

Meeting All Learner’s 

Needs

Outcome set
“Standard 

Outcomes”

Outcomes:
Strongly Agree

Agree
Disagree

Strongly Disagree



Focus Areas

Planning and Sequencing 

Resource Focus and 

Workload

Subject and Pedagogical 

Knowledge 

Quality of Books

Outcome set
“Standard 

Outcomes”

Outcomes:
Strongly Agree

Agree
Disagree

Strongly Disagree

Focus areas allow for staff to 

engage with their records without 

being able to edit the observers’ 

notes. Staff can use the “View” 

mode to add reflections, upload 

resources or create actions. 



An overall feedback box allows for the Observer to then reflect on 

their overall experience within the lesson. This saves time for busy 

staff to be able to provide an overall comment on the lesson rather 

than commenting on each individual focus area. An outcome set 

could be created for this to include some common next steps such 

as: Arrange CPD; Peer Observation etc. 

Focus Areas

Feedback and 

Next Steps



What would this 
look like in 

reports? 



Easy at a glance analysis 

for staff to be able to 

evaluate good practice 

and implement any 

needed support. It 

allows for simple 

analysis to determine 

targets for development.

Focus Areas

Checking understanding

Developing Long Term 

Memory and Fluency 

Learner Attitudes to Learning

Learner Behaviour

Literacy Development

Meeting All Learner’s Needs

Planning and Sequencing 

Quality of Books

Resource Focus and 

Workload

Subject and Pedagogical 

Knowledge  

Outcome set
“Standard 

Outcomes”

Outcomes:
Strongly Agree

Agree
Disagree

Strongly Disagree

Values have been 

added to this 

outcome set. This 

allows for averages 

to be calculated 

within reports. 



Focus area reports. 

If you click into focus 

area names (the rows 

of your table) you will 

be directed to these 

individual reports. 

Charts can be exported 

if needed. 

Focus Areas

Literacy 

Development 

This record was created in our demonstration school and all data is made up. No members 
of Conyers School staff were harmed in the making of this template guide. 

Outcome set
“Standard 

Outcomes”

Outcomes:
Strongly Agree

Agree
Disagree

Strongly Disagree

Detailed information

Allows for leaders to 

filter results by 

category, faculty, 

subject or staff.  This 

allows for easy 

identification.


