Annex 1

Judicial Studies Board Observation Notes – MATC Area: Enter name here

Event: _________________ Date: __________ Trainer: _______________ Observer: _______________ Venue: _________

	
	Standards
	Notes

	1
	Preparation (Framework of Standards, Stage 3, Standard 1) 

· The training facilities are appropriate and appear to meet health and safety requirements.

· Trainer/facilitator is clearly familiar with the training materials and content.

· Learners have received joining instructions and any pre-reading material. 

· All materials and equipment needed are available and in working order for the training.

	

	2
	Establishing rapport (Framework of Standards 3:2)
· Learners are made welcome.

· Learners are encouraged to participate at their own pace.

· Conflicts within groups are effectively dealt with. 

· Learners’ needs are supported.


	

	3
	Training has a clear introduction containing (Framework of Standards 2:1):

· Aim and purpose of the training.

· Expected outcomes of the training.

· Training points for the learner.


	

	4
	Training objectives (Framework of Standards 2:2)
· Relate to the identified training need.

· The content relates to the objectives.

· The objectives are measurable and contain a ‘performance, criterion and condition’.


	

	5
	Anti-discriminatory practice is promoted (Framework of Standards 3:3)
· Learners treated in a way reflecting equal treatment and diversity good practice.

· Learners are challenged if they use discriminatory behaviour, remarks or language. 

· The effects of discriminatory behaviour are explained.


	

	6
	Information, exercises and demonstrations are presented and explained effectively (Framework of Standards 3:4)
· Information and instructions are provided in a clear and understandable manner and is jargon free.

· Effective questions are encouraged and checks are carried out to ensure that information is understood.

· New terms are defined and use of acronyms are kept to a minimum.

· Visual aids are legible, accurate, up to date and presented in a manner which enhances the learning process and which takes into account the learners’ diverse needs. 


	


	7
	Group learning is facilitated (Framework of Standards 3:5)
· Any ground rules for the group learning are discussed and agreed by the trainer/facilitator and the group.

· Learners are given clear information about the expected outcomes of each activity.

· Positive and timely constructive feedback is given to learners to encourage the process of learning and progress towards learning outcomes.


	

	8
	Interaction (Framework of Standards 2:7)
· A variety of training methods and approaches are used to facilitate learning.

· All questions asked are effective (varied, linked to training points and in context).

· Case studies, role-play and exercises are all suitable (relevant, credible, up to date, in context, varied).


	

	9
	General comments


	


Annex 2

Self-evaluation Checklist

	How well did I …?
	very well
	well
	not very well
	poor

	1.  ensure that the training room was appropriate
	
	
	
	

	2.  ensure that equipment was working prior to the training
	
	
	
	

	3.  prepare training materials in advance of the session
	
	
	
	

	4.  welcome delegates to the session
	
	
	
	

	5.  establish rapport with the delegates
	
	
	
	

	6.  make the aims and objectives clear to the delegates
	
	
	
	

	7. ensure that the objectives were measurable
	
	
	
	

	8.  outline the programme for the session
	
	
	
	

	9.  handle any discriminatory behaviour
	
	
	
	

	10.  challenge any inappropriate remarks or comments
	
	
	
	

	11.  ask and encourage questions
	
	
	
	

	12.  handle delegate questions and responses
	
	
	
	

	13.  plan and direct delegate tasks (for example syndicate work)
	
	
	
	

	14.  monitor delegate activity
	
	
	
	

	15.  provide positive feedback after group activities
	
	
	
	

	16.  use visual aids to fully support the session
	
	
	
	

	17.  use a variety of training methods (for example accelerated learning)
	
	
	
	

	18.  keep material clear and relevant to the session
	
	
	
	

	19.  make eye contact with all delegates
	
	
	
	

	20.  project myself with my voice
	
	
	
	

	21.  make appropriate use of my body language
	
	
	
	

	22.  summarise, take final questions and close the session
	
	
	
	


Annex 3
Feedback Skills

	Feedback needs to be:
	Giving Feedback

	Given as soon as possible after the training session 
	· You will be given the opportunity after the training session to give feedback to the trainer.

· You may (dependant on timings, resources) wish to ask the trainer to self-evaluate their own performance after the training session (see Annex 2).



	Specific
	· You need to give specific and descriptive feedback (based upon the Framework of Standards for Magistrate Training and Development). Generalisations such as “your presentation was good”, although supportive, do not provide the trainer with specific areas they can work upon.

· Ensure you make notes during the training session (see Annex 1).



	Focused on change rather than value judgements


	· Concentrate your feedback on areas that the trainer can change.

· Avoid judging the trainer; a statement such as “I found you to be a boring presenter” increases the chance of defensive behaviour.  It would be more acceptable to say “I found that you talked very quickly during the session which did not give me time to absorb the information”.  The trainer can then discuss ways to overcome this with you.



	Of benefit to the trainer and not the giver
	· When giving feedback ask yourself “who am I trying to help?”  It can be tempting to give feedback about things of interest to you.  However it should be focused on helping the trainer so keep the Framework of Standards uppermost in your mind.



	Focused on key areas
	· You need to consider the amount of feedback you give at one time.  If you give too much the trainer may not know where to begin!  From your observation and notes, choose the key points and feed these back.




	Given positively
	· Think about how you phrase your feedback – how would you feel if someone said this to you?  It may be the first time that the trainer has received any specific feedback on their training so be sensitive and empathetic.



	Verifiable
	· The trainer may want to question and verify what you have been saying to understand more.

· Have a copy of the Framework of Standards with you.

· Stick to the standards so that you can be clear and specific in giving feedback.




Annex 4

Summary of Observations

Period covered ……………………………………………….





Area ……………………………

SECTION 1 

Record of Observation Sessions

	DATE
	TRAINER OBSERVED
	SESSION DETAILS
	OBSERVER

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


SECTION 2  

Summary of the observation process including an outline of general trends emerging from the feedback sessions, and training and development needs.

	


Signed (observer) ………………………………………………………….



Date …………….
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