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Teacher Appraisal Roles and Responsibilities

	
	Appraise
	Appraiser

	Before the meeting
	·  Carry out a self-review reflecting on:

· your current role/job description

· key successes, achievements, challenges

· progress towards objectives

· assessment against the teacher/standards

· impact of training and development on performance

·   Collate evidence as agreed at the planning
·  Think about possible future objectives and
   training and development needs
	· Understand the wider perspective of the priorities and developments for the school

· Be familiar with the school’s appraisal policy/process

· Ensure a sound knowledge of the role and work of the appraisee

· Consult the current job description of the appraise and relevant standards 

· Consult previous appraisal records (where applicable)

· Gather and review appropriate evidence and ensure that all evidence has been shared with the appraisee prior to the meeting

· Agree a mutually convenient time and place

	During the meeting
	Review of previous year’s objectives
Discuss the following:

· key successes, achievements over appraisal cycle

· progress towards objectives using appropriate evidence

· performance against relevant teacher standards

· any factors which have had an impact on effectiveness

· impact of support and training/CPD

Planning future objectives

Discuss the following:

· future objectives linked to job role, experience school priorities, teacher standards and future career progression

· the support, professional learning and development activities needed to meet objectives

· agree performance/success criteria and evidence which will be used to assess performance including classroom observation
	Review of previous year’s objectives

Discuss the following:

· the appraisee’s work over last appraisal cycle – successes, achievements

· any factors which have had an impact on effectiveness

·  progress towards their objectives using appropriate evidence

·  performance against relevant teacher standards

· impact of support and training/CPD

·  agree a recommendation on pay for eligible teachers
Planning future objectives

Discuss the following:

· future objectives linked to job role, experience, school priorities, teacher standards and future career progression

· support, professional learning/development activities needed to meet objectives

·  agree evidence/success criteria and evidence which will be used to assess performance including classroom observation
·  Keep an accurate record of the discussion in order to complete relevant documentation

	After the meeting
	· Develop skills and practice related to the objectives

· Participate in interim discussions to review progress

· Ensure reviewers are made aware of any concerns at the time they arise about progress or provision of support or training
· Keep a copy for own records
	· Write the appraisal statement 

· Copy to appraisee to agree and sign before passing a copy to the HT and training needs to CPD leader

· Monitor and review progress throughout the year towards the agreed objectives, ensuring provision of planned support and development
· File documentation (to be kept for minimum of 6 years)
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