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Appraisal Booklet
EXEMPLAR

Appraisee’s Name:  Joe Bloggs					Pay Point:  
Appraiser’s Name: John Smith					Date:  25th September 2020       		
Appraisal Targets 

	Objectives, including any relevant whole school/year/term/faculty objectives: Where possible, these should include an objective on:

1. Improving performance in the classroom (All Teachers-link to your forum group):
Trial and embed a range of dyslexia friendly strategies with 9S4 and year 7 Golds.

2. Leading your own self- development (All teachers):
Securely embed the marking for literacy policy in all teacher written feedback.

3. Leadership objective (All TLR Post-holders or Leaders on Leadership Scale) 
Lead the development of the department’s Key Stage 3 curriculum (on a roll out programme from year 7) to increase challenge and innovation with a practical emphasis.

4. Any other (if applicable)

	Planned evidence: 
Objective 1
Differentiation resources to be developed on a help wall; scheme of work to sign post to differentiation techniques; request peer comments on lessons from colleagues; attend all differentiation CPD sessions and complete gap task; research specific strategies for poor numeracy skills; impact from best practice visits to be evidenced through revised lesson plans and collaboratively planned lessons.

Objective Two
Request book look from HOF in each term to show progression of marking; collaborative marking with a member of my department and the English department; coaching to focus on collaborative marking and book looks.

Objective Three
Develop a long-term timeline of planning; lead departmental meetings to plan the modular structure of KS3; complete overview sheets and coach others on completing overview sheets; coordinate deadlines for planning; lead and coordinate the QA process for the new scheme.  By the end of the year, year 7 will be planned and the first term of year 8 will be planned.

	Timescales for completion:
Help wall to be in place by October half term; revision of scheme of work half termly; peer lesson visit to be completed in half term 1, 3 and 5; ongoing attendance to CPD sessions, collaborative planning to take place before first lesson visit and after; research of methods completed by October half term.
Book look in half term 2, 4 and 6; collaborative marking to take place in Half term 3 and 5.
Long term timeline to be developed by mid-September; departmental meetings to be half termly; overview sheets for year 7 to be completed a half term in advance of teaching (see long term plans); QA to take place a half term in advance of teaching.  Evaluation of the scheme to be discussed at a department meeting once per half term.

	CPD needs:
Differentiation methods. Teaching complex literacy skills. Writing skills. Leaderships skills and methodology.

	CPD actions: 
Bespoke CPD, Peer observation, SLT review feedback, Lesson walkthrough feedback, Differentiation best practice lesson visits – both here and at other schools; internal CPD on differentiation. Support from a literacy expert about paragraphing and punctuation.



Signed (Appraisee)____J Bloggs_________ Signed(Appraiser)___J Smith________________
Appraisee Comments:



Upper Pay Scale Staff only - Roles and Responsibility
	Planned role and responsibility for UPS in current cycle:
Subject mentor for PGCE students within the department

How will the impact of the planned role and responsibility for UPS in current cycle be measured:
Attendance at mentor training through Worcester University; Clear and effective programme for PGCE students; clear induction programme.



	Roles and responsibility for UPS agreed in the previous cycle:
Lead on new staff induction, creating a bespoke programme of induction sessions, an induction booklet and staff buddies.

Impact of roles and responsibility for UPS agreed in the previous cycle:
Staff voice positive about induction programme compared to staff voice from previous year.  All new staff have 100% attendance.  Booklet in place and disseminated to staff.  Induction programme timetabled and now reviewed following term 1 staff voice.














Keeping in Touch Review of Targets

Agreed Review Dates: ……………X and Y……………………………………………………………………………….
First Keep in Touch meeting:
Date: XXXXX

This meeting should be a positive and supportive experience.  It is essential that appraisers take the time to meet with each appraisee individually.  
The appraiser should have any walkthrough commentaries and book trawl commentaries available during the meeting for reference.  
The appraisee should have their performance management booklet Appraisees need to bring any relevant evidence specific to their targets e.g. pupil voice, resources, plans etc.  
 (Appraisers should remind appraisees about this when you arrange a time/date for the meeting.)

Specific to appraisers
The meeting should:
· Review progress on targets; refer to the planned evidence (page 1 and 2 of booklet) as guidance for what should be shown to you.
· If there are concerns over progress towards targets, meeting teacher standards or professional conduct; this should be raised in the meeting.
	Progress on Targets
	Evidence seen

	1.
	Some planning methods have been used such as experts, blue dot and hawking. But, these are yet to be embedded.  There is evidence of the methods being used in one or two lessons but not consistently.
	Research/literature, Lesson resources – very little, walkthrough commentaries-do not always show differentiation.

	2.
	Meetings have taken place with a member of the English department.  There is evidence of collaborative marking and also coaching notes about more detailed literacy marking, which is the next step.  Book looks show a range of marking codes in use and basic punctuation being marked e.g. capital letters. Progressing well; clear positive impact on practice which is being embedded.
	Student books and folders, meeting minutes, collaborative marking photocopy, emails between Joe and the English department arranging CPD.

	3.
	Planning has been rolled out via a long-term plan with the department.  Overview sheets completed for the first 2 modules, first module planned and QAd, second module planned. Progressing very well showing wider impact in the department.
	Overview sheets x 3, meeting minutes, evidence of QA, scheme of work, QA notes.

	UPS
	Mentor training has been attended but no PGCE student in the department as yet.
	Training notes.

	Any actions needed for the next meeting:
Random book trawl to take place to show imbedded differentiation strategies and more sophisticated marking for literacy.
Develop a programme for PGCE trainee who will start with us in the next two weeks.

	Any concerns about progress or practice:
Concerns about progress on target 1 due to lack of evidence of strategies being imbedded.  There needs to be more evidence, or you are at risk of not meeting this target.



Signature of appraiser: J Smith

Signature of appraisee: J Bloggs


Final Keep in Touch meeting:
Date: XXX
	Progress on Targets
	Description of evidence seen
	Is there a concern about meeting this target?

	1.
	Progress has stalled.  There is no evidence of embedded the strategies and we appear to be in the same position as the last meeting. As discussed, your data seems to be showing HATS are not performing as well as other groups, suggesting a lack of challenge when used in conjunction with book looks and walkthrough commentaries.
	No new evidence since the last meeting.
	Yes

	2.
	Clear progress and impact on practice seen.  Book marking for literacy has been cited as a strength in a recent whole school book trawl.  You are now cascading your skills to the rest of your department.
	Student books and folders, meeting minutes, collaborative marking photocopy, emails between Joe and the English department arranging CPD, whole school book look notes.
	No

	3.
	Clear progress and year 7 is fully planned, along with the first unit of year 8.  Very positive pupil voice and book look.
	Overview sheets x 8, meeting minutes, evidence of QA, scheme of work, QA notes, book looks with evidence pupil work, pupil voice x2 citing challenge as a strength.
	No

	UPS
	Placement is due to end in a couple of weeks and has been very successful despite concerns over trainee practice in the first month.  You have demonstrated fantastic mentoring skills and the trainee is now a sound practitioner. 
	Induction programme, mentor meeting minutes, tutor visit records showing you are meeting the mentor standards, observation records, final placement report (partially completed)
	No

	Actions:
Complete placement report before deadline next week.
Staff voice of new Key Stage 3 planning.

	If a concern has been raised, arrange a review meeting date:
Date:  
Two weeks before the end of the summer term.



Signature of appraiser: J Smith

Signature of appraisee: J Bloggs
CPD Log:
Ideas Exchange: Differentiation Research plan
[image: ]-Teach meet session, faculty meeting in summer term, forum group

-None

-Baseline assessment of no guided practice
-summative assessment post-implementation
Student voice


-calculate improvement of marks

-Collaborative planning with -SENCo and forum
-Refine unit 2 sfl to identify opportunities for guided practice
-trial technique first, then invite forum member in to see it in action
-Evaluate impact with unit 2 assessed essay and feedback from peer

How can guided practice be used to support dyslexic pupils with extended writing?
“I do, we do, you do”
Independent task for some, guided practice repeat to intervene
-Teacher toolkit blog ideas and webinars
-Discussion with X staff member
-Carol Ann Tomlinson
-Rosenshine’s principles of instruction
-Evidence based education
Oct – Easter 
Planning Sept/Oct
Evaluating and refining Easter on
9 Set 4
Year 7 mixed ability group
How can guided practice be used as a source of differentiation?

Record of CPD gap tasks
	Meeting/course and date
	Gap task
	Planned link to research project
	Actual impact

	Example:
Forum 12th Oct 
	3-minute read of 10 differentiation strategies
	[bookmark: _GoBack]Look for strategies which can be used in conjunction with guided practice
	Scaffolding and choice task being used for independent tasks to ensure pupils can work independently, which frees me up to do extended guided practice with focus pupils

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Meeting/course and date
	Gap task
	Planned link to research project
	Actual impact

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




	Meeting/course and date
	Gap task
	Planned link to research project
	Actual impact

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




Teacher Standards:
1. Professional practice outcomes
Relevant standards
Establish a safe and stimulating environment for pupils, rooted in mutual respect.
Set goals that stretch and challenge pupils of all backgrounds, abilities and dispositions
Demonstrate consistently the positive attitudes, values and behaviour which are expected
Be accountable for pupils’ attainment, progress and outcomes. 
Be aware of pupils’ capabilities and their prior knowledge, and plan teaching to build on these. 
Guide pupils to reflect on the progress they have made and their emerging needs.
Demonstrate knowledge and understanding of how pupils learn and how this impacts on teaching.
Encourage pupils to take a responsible and conscientious attitude to their own work and study.
Have a secure knowledge of the relevant subject(s) and curriculum areas, foster and maintain pupils’ interest in the subject, and address misunderstandings.
Demonstrate an understanding of and take responsibility for promoting high standards of literacy, articulacy and the correct use of Standard English, whatever the teacher’s specialist subject.
If teaching early reading, demonstrate a clear understanding of systematic synthetic phonics.
If teaching early mathematics, demonstrate a clear understanding of appropriate teaching strategies. 
Impart knowledge and develop understanding through effective use of lesson time.
Promote a love of learning and children’s intellectual curiosity. 
Set homework and plan other cut-of –class activities to consolidate and extend the knowledge and understanding pupils have acquired.
Know when and how to differentiate appropriately, using approaches which enable pupils to be taught effectively.
Have a secure understanding of how a range of factors can inhibit pupils’ ability to learn, and how best to overcome these.
Demonstrate an awareness of the physical, social and intellectual development of children, and know how to adapt teaching to support pupils’ education at different stages of development.
Have a clear understanding of the needs of all pupils, including those with special educational needs; those of high ability; those with English as an additional language; those with disabilities; and be able to use and evaluate distinctive teaching approaches to engage and support them.
Know and understand how to assess to relevant subject and curriculum areas, including statutory assessment requirements.
Make use of formative and summative assessment to secure pupils’ progress.
Use relevant data monitor progress, set targets, and plan subsequent lessons.
Give pupils regular feedback, both orally and through accurate marking, and encourage pupils to respond to the feedback.
Have clear rules and routines for behaviour in classrooms, and take responsibility for promoting good and courteous behaviour both in classrooms and around the academy, in accordance with the academy’s behaviour policy.
Have high expectations of behaviour, and establish a framework for discipline with a range of strategies, using praise, sanctions and rewards consistently and fairly. 
Manage classes effectively, using approaches which are appropriate to pupils need in order to involve and motivate them.
Deploy support staff effectively.
Measures
Lesson walkthroughs 
Pupil progress data
Work scrutiny
Planning



Career expectation for standard
	Professional Area 
	Teacher
Main Range Points 1-2 

	Established Teacher
Main Range Points 3-4 

	Accomplished Teacher
Main Range Points 5-6 

	UPS1 and 2

	UPS 3


	PROFESSIONAL PRACTICE
	Typically, most teaching is good or outstanding 



	Typically, almost all teaching is good or outstanding

 
	Typically, all teaching is good or outstanding


 
	Typically, most teaching is outstanding 



	Typically, all teaching is outstanding 




	PROFESSIONAL OUTCOMES* 



	Most students achieve in line with Academy expectations


	Almost all students achieve in line with Academy expectations


	Almost all students achieve in line with Academy expectations; some exceed them

	Almost all students achieve in line with Academy expectations; many exceed them

	Almost all students achieve in line with Academy expectations; many exceed them




2.Professional relationships
Relevant standards
Establish a safe and stimulating environment for pupils, rooted in mutual respect.
Demonstrate consistently the positive attitudes, values and behaviour which are expected of pupils.
Maintain good relationships with pupils, exercise appropriate authority, and act decisively when necessary.
Develop effective professional relationships with colleagues, knowing how and when to draw on advice and specialist support.
Deploy support staff effectively. 
Communicate effectively with parents with regard to pupils’ achievements and well-being.
Measures
Code of conduct
Lesson walkthroughs 
Professional feedback
Career expectation for standard
	Professional Area 
	Teacher
Main Range Points 1-2 

	Established Teacher
Main Range Points 3-4 

	Accomplished Teacher
Main Range Points 5-6 

	UPS1 and 2

	UPS 3


	PROFESSIONAL RELATIONSHIPS 





	Positive working relationships with students, colleagues and parents.  




	These relationships are securely focussed on improving provision for students.



  
	Professional relationships with students, colleagues and staff lead to excellent classroom provision.  


	Plays a visible & proactive role in building key stage or departmental teams to improve provision and outcomes. 


	Plays a highly visible, proactive role in building school-wide teams to improve provision and impact on outcomes. 






3. Professional development
Relevant standards
Demonstrate a critical understanding of developments in the subject and curriculum areas, and promote the value of scholarship. 
Reflect systematically on the effectiveness of lessons and approaches to teaching. 
Contribute to the design and provision of an engaging curriculum within the relevant subject area(s).
Take responsibility for improving teaching through appropriate professional development, responding to advice and feedback from colleagues. 
Measures
CPD records and feedback
Action, impact and evaluation records
Response to lesson walkthrough feedback
Career expectation for standard 
	Professional Area 
	Teacher
Main Range Points 1-2 

	Established Teacher
Main Range Points 3-4 

	Accomplished Teacher
Main Range Points 5-6 

	UPS1 and 2

	UPS 3


	PROFESSIONAL DEVELOPMENT 






	Able, with support, to identify key professional development needs and respond to advice and feedback 


	Takes a proactive role in accessing relevant support and professional development  



	Fully competent practitioner able to keep up to date with changes and adapt practice accordingly 



	Plays a visible & proactive role in leading the professional development of key stage or departmental colleagues 

	Plays a highly visible & proactive role in leading the professional development of colleagues across the Academy





4. Professional Conduct
Relevant standards
Teachers uphold public trust in the profession and maintain high standards of ethics and behavior, within and outside the academy, by: treating pupils with dignity; building relationships rooted in mutual respect and at all times observing proper boundaries appropriate to a teachers professional position; having regard for the need to safeguard pupils well-being, in accordance with statutory provisions; Showing tolerance of and respect for the rights of others; not undermining fundamental British Values, including democracy, the rule of law, individual liberty and mutual respect, and tolerance of those with different faiths and beliefs; ensuring that personal beliefs are not expressed in ways which exploit pupils vulnerability or might lead them to break the law. 
Teachers must have proper professional regard for the ethos policies and practices of the academy in which they teach, and maintain high standards in their own attendance and punctuality. 
Teachers must have an understanding of, and always act within, the statutory frameworks which set out their professional duties and responsibilities.
Measures 
Maintain code of conduct
Formal disciplinary/ grievance
Career expectation standards for guidance. Not to be used in isolation as check list.

	Professional Area 
	Teacher
Main Range Points 1-2 

	Established Teacher
Main Range Points 3-4 

	Accomplished Teacher
Main Range Points 5-6 

	UPS1 and 2

	UPS 3


	Meets all the teacher standards. Meets all appraisal objectives 


	Meets all the teacher standards. Meets all appraisal objectives

 
	Meets all the teacher standards. Meets all appraisal objectives 


	Meets all the teacher standards. Meets all appraisal objectives

 
	Meets all the teacher standards. Meets all appraisal objectives 


	Meets all the teacher standards. Meets all appraisal objectives 







	Self-Assessment against Teacher Standards

	1. Professional practice:
I ensure that I challenge pupils in lessons whilst still enabling them to be confident and safe.  I am positive both in and out of the classroom and greet pupils with a smile around school, this has led to very strong relationships with pupils and clear boundaries for behavior. Disruption is very rare in my lessons.  I complete my duty promptly.  My marking of literacy is developing but I would like this to improve further.  Lessons are planned with specific groups of pupils in mind and support staff are briefed at the start of lessons.  Peer, self and verbal feedback are key features of my lessons and I use assessment and AP data to intervene where appropriate.

2. Professional relationships:
Relationships with pupils are a strength.  I have clear boundaries in lessons and treat all pupils with respect.  I have built relationships with my new tutor group and also their parents through regular contact hone via phone calls or emails.
I have strong relationships with colleagues both within and out of my department.  I pride myself in being a team player with teaching colleagues, support staff and SLT.

3. Professional development:
I attended AQA courses, so I am up to date with exam board information regarding the new specifications.  I have fully taken part in and implemented strategies from internal CPD, imbedding key strategies into my ongoing day to day practice.  I have also taken a leadership role in delivering CPD sessions and being a source of support to others.

4. Professional conduct:
All appraisal objectives have been met and evidenced.  All teacher standards are met and this can be evidenced through my daily practice.  I pride myself on being professional in every aspect of my job and feel I display professionalism and represent the school well.



	Appraiser’s Dialogue against Teacher Standards

	1. Professional practice:
It is clear that Joe is a strong practitioner and challenge is a strength.  Advice is acted upon and Joe will go to others as sources of support.  Behaviour is exemplary in lessons.  Joe is starting to develop impact out of the classroom and is a much clearer presence around school than previously.

2. Professional relationships:
Joe has very good working relationships with others and this includes pupils, parents and staff.  Joe is a clear asset to the school.

3. Professional development:
Joe is driven about developing and has completed research, attended courses and webinars and fully thrown herself into whole school CPD and the strategies from these sessions are consistently being implemented into lessons.  The next step would be to now put this into planning.

4. Professional conduct:
Joe is the utmost professional.  Joe is positive and always conducts herself in a professional manner in the classroom, out of the classroom, at meetings and generally around the school.






Overall performance against appraisal targets:

	Target
	Met (please tick)
	Not met (please tick)

	1. Performance in classroom
	
	√

	2. Own development
	√
	

	3. TLR/Leadership
	√
	

	4. Other
	
	

	5. UPS 
	√
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