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How to Use the Teacher Appraisal Pack
[bookmark: _Hlk59537275]Preparation for, and understanding of, the appraisal process is essential if it is to be a success. There are many dimensions to an appraisal, including performance-related pay and career progression, so it is important that the process is fair and gives each individual the opportunity to highlight their strengths and focus on areas of development. 
Most schools work on an annual appraisal cycle which runs from September to July, in line with the academic year, or January to January. Using the documents from this pack, a typical appraisal cycle might have the following schedule:
	Sept-July Cycle
	Jan-Jan Cycle
	Which task?
	With whom?
	Additional notes

	September
	January
	Begin cycle
	SLT
	At the beginning of the appraisal cycle, SLT may wish to distribute some, or all, of the forms that teachers will be asked to look at, to give them an overview of the schedule and process.

	September
	January
	Self-evaluation (short or long)
	Independent
	Begin with this organic document; this will be added to throughout the cycle. 

	November
	March
	Lesson observation
	SLT
	Dependent on school policy.

	February
	June
	Wellbeing survey
	SENDCo, SLT, governor, peer
	

	April
	October
	Book scrutiny/learning walk
	SLT/middle leader
	This may be undertaken as part of a whole-school, key stage or phase project. 

	June/July
	December
	Staff development
	Independent/SLT
	

	July
	December/January
	End cycle
	SLT
	Review and file documents.



This pack includes the following items to support the SLT in the appraisal process:
1. Teacher Self-Evaluation Form 
This should be distributed to teachers at the beginning of the appraisal cycle. They should be encouraged to treat the document as organic, meaning that it should be added to throughout the year. As a senior leader, it may be worth directing time at the beginning/end of staff meetings or INSET days for staff to complete this on a regular basis. This will also avoid unintentional disregard for the form and a rush to complete it near to the deadline. This form can be used to monitor individual successes and earmark targets. It can be used as evidence to present to governors, with regard to teachers’ pay progression, as well as for evidencing other criteria.



2. [bookmark: _Hlk59612854]Teacher Self-Evaluation Form - Short Version 
This version of the Teacher Self-Evaluation Form is included as a possible alternative to use; you may feel that it is more appropriate for your teaching staff or that the longer version is too time-consuming. Alternatively, you may wish to use both versions together during the appraisal meeting with the teacher. 
3. Lesson Observation Form 
Schools have different views and policies relating to lesson observations. Some schools observe their staff regularly; other schools observe once a year. Furthermore, a number of them think observations are ineffective and have sought an alternative. Despite differing opinions, an important part of an appraisal is understanding the experience pupils have in the classroom. Included in this pack is a lesson observation document; some senior leaders may feel that a learning walk or book scrutiny is more appropriate in their school and staff. 
4. Wellbeing Chat 
The wellbeing chat is scheduled for halfway through the appraisal cycle. It may pose an opportunity for someone, other than the normal appraiser, to step in and have a less formal conversation with the teacher, based around their wellbeing and happiness at work. 
5. Staff Development
The staff development form is designed to be a reflective tool at the end of an appraisal cycle. Staff members could be asked to fill in their form ahead of a meeting or it could be completed together during the appraisal. These questions are designed to look more generally at the ambitions, achievements, concerns and areas for development of each member of staff and to help set goals for the next appraisal cycle.  
6. SLT Record
It is advisable for a record to be kept of each individual teacher’s appraisal cycle. The ‘SLT Record’ is a cover document to be used at the end of the appraisal cycle, to detail the teacher’s appraisal so that it can be referred back to at any time. 
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