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PREAMBLE 
Teaching Staff Development and Review Comprises different groups: 

• New teaching staff 
• Early Career Teachers 
• Teacher Review 
• Head of Learning Area 
• Year Coordinator 

 
An appraisal can be defined as “the process of collecting information about a person’s work performance in a 
systematic, reliable and valid way so as to make informal decisions that will lead to the achievement of shared 
personal and institutional goals”. 
 
Teacher appraisals (reviews) seek to: 

• Help teachers identify ways to enhance their professional skills and performance. 
• Improve the planning and delivery of the curriculum. 
• Improve professional relationships and communication within a School community. 
• Identify productive Professional Learning activities. 
• Assist in career planning. 

 
At Emmanuel, the majority of the appraisal is done by the line manager. 

SCOPE 
All Emmanuel Christian Community School teaching staff and relief teachers must comply with this policy. 

CONTEXT 
Emmanuel Christian Community School may, from time to time, review and update this policy to take account of 
changes to the school’s operations and practices and to make sure it remains appropriate to the changing legal 
and school environment. 

POLICY 
1. NEW TEACHING STAFF  

New teaching staff are generally on probation for 6 months. Induction is the responsibility of the DPC, line 
manager and peer buddy. 

ALL STAFF INDUCTION 

• At the beginning of the school year – (induction with Carol) – both primary and secondary 
• Staff given an induction pack that includes: 

o Accident/Incident Report forms,  
o Duty of Care Handbook,  
o Pastoral Care Policy,  
o Mobile Phone Policy,  
o TRBWA Teacher-Student Professional Boundaries,  
o Map of campus 
o Relief Staff Information 
o School Yard Duty list 
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o Cyberspace Agreement 
o Ethics and Confidentiality Agreement (OTHER??) 

SECONDARY INDUCTION  

• Policies and procedures peculiar to secondary school. (? Secondary Staff Handbook) 
• Staff given the Secondary Handbook (Parents and Students) 
• Staff Induction Booklet (separate document) 
• Staff assigned peer buddy 
• Teacher personal appraisal / line manager (separate documents) 
• Regular meetings with line manager 
• DPC or delegate meetings with staff member (one per term) 
• DPC meeting with line manager (Term 2) 

 
2. EARLY CAREER TEACHERS 

 
Teacher performance improves when teachers have: 

• Opportunities for self-reflection and objective setting 
• Regular classroom observation and constructive feedback 
• Ongoing dialogue about classroom performance 
• Shadowing, coaching, and mentoring from peers and leaders across school  
• Engage in teamwork to obtain best possible outcomes for students 

Typically, Early Career Teachers fall into two categories – first 2 years and years 3 – 5. Early Career Teacher 
development is the responsibility of the DPC (or delegate), line manager and mentor teacher (could also be the 
line manager). 

Years 1 – 5 

• Meet with DPC or delegate at beginning of each semester. 

Years 1 & 2 

• Observation of experienced teachers (1 or 2) 
• Mentor teacher assigned 
• Invitation to have HoLA or DP observe their lessons 
• Includes goal setting 
• Meeting with group of ECTs to go through training modules 
• Induction process 
• PDP 

Modules for ECTs Years 1 & 2 

• The professional teacher 
• The orderly classroom 
• Engaging Lessons 
• Assessing student learning 
• Giving effective feedback 

Years 3 – 5  

• Invitation to have HoLA or DP observe their lessons 
• Career goal setting once per semester in one-on-one meeting with either DPC or delegate. 
• Invitation to attend ECT module training if desire. 
• Professional development plan (PDP) every year as part of the review process for all teaching staff 
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3. TEACHER REVIEW 

Four essential elements are: 

• All teachers have a set of documented and regularly reviewed goals related to both performance and 
development and ways of measuring progress towards them that are agreed with the principal or delegate. 
(PDP) 

• All teachers are supported in working towards their goals, including through access to high quality professional 
learning. (Meetings with HoLA/DP/Delegate) 

• Evidence used to reflect on and evaluate teacher performance, including through the full review, should come 
from multiple sources and could include information based on direct observation of teaching; student surveys; 
and evidence of collaboration with colleagues. 

• All teachers receive regular formal and informal feedback on their performance. This includes a formal review 
against their performance and development goals at least annually, with verbal and written feedback being 
provided to the teacher. 

 
 RESPONSIBILITY 

a) Line Manager – enable staff to complete the review process and support the staff member as they work 
towards goals that have been set. 

b) Teacher – each teacher is ultimately responsible for their own development, as well as contribute to the 
development of their colleagues by sharing their expertise.  

TIMING 
 
Staff are required to take part in the full Staff Development and Review Process over two years. The first review 
occurs after the first 3 months of employment – typically in Terms 1 & 2. A follow up will occur within the following 
9 months. 
 
All staff will have a Professional Development Plan (PDP) produced jointly with their line manager, at least once a 
year. The PDP is designed to identify areas of development based on individual experience, prior knowledge, 
content area and individual career goals. A template is provided.  
 
STAGES 
 
Performance and Development is cyclical and continuous and falls into 3 stages: 
 
1. Planning 

 
• Line manager establishes meeting dates 
• Teacher completes a draft PDP and self-assessment at least 2 weeks prior to meeting and submits to line  
         manager. 
• Line manager prepares own assessment and returns this to teacher, along with the peer assessment  
         (Generic Assessment Factors) at least 1 week prior to meeting. 
 

2. Development of PDP 
 

• Meeting between teacher and line manager to discuss PDP and ensure further development. Also, an 
opportunity to discuss self-assessment. At the end of the meeting both parties should ensure that goals 
are identified, actions towards goals established, development needs identified, outcomes and measures 
of success are established.  

 
3. Feedback and Support 

 

• Line manager ensures opportunities for regular feedback on progress towards goals 
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• Both parties responsible for follow through of agreed strategies including PL. 
• If staff are performing below expectations, the relevant performance management procedures will be      
  implemented.  

PROCESS 
 
Teacher review is an ongoing process and involves over a period of two years 
 

• Lesson observations by line manager (2) and peer (2) 
• Student feedback – surveys of classes (minimum 3) 
• Self, peer and line manager reflections every year to help develop PDP  
• Meeting with line manager to construct a PDP at least once a year 
• Meeting with line manager for feedback and discussion 
• Line manager meets with DPC 

 
For New Teachers the process is shorter. 
 

• Meeting with line manager to discuss timeline for review – Term 1 
• One lesson observation by peer and one by line manager – Terms 1 and 2 
• Meeting with line manager to discuss programs, assessments, procedures, class room performance. 
• Meeting with line manager to discuss reflections – Term 2 
• Line manager meets with DPC to discuss suitability for a permanent contract – End of Term 2 

 

4. HOLA and Year Coordinator Review 

 

Heads of Learning Areas will have in addition to teacher review, a review of their work in their role of managing 
staff and curriculum. Heads of Learning Area and Year Coordinators will also have a peer review of their 
management role plus review by their line manager – Deputy Principal Curriculum (Secondary) for HoLAs and 
“Umbrella HoLA” for coordinators). Year Coordinators will also have their roles reviewed by their line manager – 
Deputy Principal Students.  

 

Heads of Learning Area and Year Coordinators new to the position will have their first review in the year of 
appointment. They will also be expected to develop Personal Development Plans that encompass their positions 
of responsibility. 

 
ADDITIONAL DOCUMENTATION 
 
PDP – for any teacher review – includes new staff and biennial teacher review. This is the Teacher Professional 
Development Appraisal document – one copy for teacher, one for line manager and one for peer. 
CDR (Continual Development Records) – for all teachers each year. Includes, Professional Development Plan, 
Professional Goals, and records of relevant PL. 
AITSL Standard Checklist – to be completed for TRBWA reregistration (every 5 years) 
Lesson observation Proforma 
PARDT – Personal Appraisal and Reflection Document (Teachers) 
PARDH – Personal Appraisal and Reflection Document (HoLA) 
PARDY – Personal Appraisal and Reflection Document (Year Coordinator) 
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Teacher Personal Appraisal 
 

 

 

Name of Teacher: ________________________________________       Line Manager Copy  

 

Line Manager: ___________________________________________ 

 

Use the rating scale below to complete the Key Responsibilities table.  

 

Rating Scale 
1 =  Unsatisfactory 
 Needs frequent instructions, even on routine jobs. Lacks knowledge of required policy & procedure. Shows little effort to keep abreast of 

work-related developments. 
2 = Improvement needed 
 Not fully adequate knowledge and skill. Requires occasional supervision & guidance in some job areas. Needs more training on the job or 

further experience. 
3 = Satisfactory  
 Has a good average working knowledge of the job is able to perform most tasks. Has comprehensive knowledge of Policy & practices. 

Shows ability to learn & apply new knowledge & information. Requires little direct supervision. 
4 = Highly Satisfactory 
 Very well informed on all Policies & practices of the job. Shows above average ability to apply technical knowledge and skill in own work 

area as well as wider work environment. Requires only infrequent guidance. 
5 = Excellent  
 Has an extremely broad & sound knowledge of all job- related knowledge, skill and policies. Often recognised as an ‘Authority’ on certain 

work issues in the department. 
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Key Responsibilities Standard required Teacher 
rating 

Line manager 
rating 

Planning 
Programs 

 
Content, level, timeliness of completion, SEQTA unit planner and cover page 

  

Lesson plans Usefulness of SEQTA lessons to students    
Engagement of students Pace of lesson, variety and relevance of activities, use of ICT   
Differentiation Provision of both support and extension   
Learning Climate 
Classroom routines 

 
Efficiency, safety, workable 

  

Relationship with students Positive interactions and mutual respect   
Management of student 
behaviour 

Level of proactivity, ability to de-escalate, use of LA and school procedures, 
recording on SEQTA 

  

Openness of learning 
environment 

Value given to diverse opinions and ideas   

Implementation of IEPs Modified programs, assessments, teaching strategies   
Intentional Instruction 
Focused (I do) 

 
Effective delivery of content 

  

Guided (we do) Questioning techniques and student response   
Collaborative (you do 
together) 

Activities that encourage students to work together and learn from each other   

Independent (you do alone) Level of differentiated support   
Assessment 
Formative  

Knowledge and effective use of formative assessment activities and practice 
assessments 

  

Summative  Content, level, timeliness of completion   
Marking Accuracy, moderation, explicit marking keys, timeliness of completion   
Records Accurate use of SEQTA, overview of assessments, assessment calendar   
Feedback Usefulness to student, student reflection   
Parent contact Effectiveness and timeliness of contact   
Other 
AITSL Standards 

 
Awareness, familiarity, satisfaction of AITSL standards at appropriate level 

  

Form Develop relationships and knowledge of individual students, families   
Yard duty Punctual, proactive, adherence to school procedures   
Attendance marking Accuracy, timeliness of completion   
Cocurricular involvement Positive attitude, out of hours participation, enriching activities   
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Tick the box that represents the Teacher  

Sense of Responsibility  

Compliance with Instructions and Regulations. Includes reliability dependability and conscientiousness. 

1 = Unsatisfactory  2 = Improvement 
needed 

3 = Satisfactory 
 

4 = Highly Satisfactory 
 

5 = Excellent 
 

Frequently fails to 
execute functions as 
instructed. Outputs are 
mostly late. Work 
attendance and 
tardiness a major 
concern. Flaunts policy 
and procedure. Tends 
to blame others. 

Is generally viewed as 
responsible by others. 
Occasional reminders 
are required to be given. 
Attendance and 
tardiness within policy. 
Demonstrates concern 
for regulatory 
compliance. 

Dependable with normal 
supervision. 
Demonstrates clear 
intent to comply with 
requirements and to 
perform as both 
volunteered & agreed 
to. Absence and 
lateness are within 
acceptable limits. 

Shows more than 
normal responsibility & 
dependability. Very 
concerned with meeting 
commitments and puts 
in extra effort & time. 
Checks quality of own 
deliverables. Absence & 
tardiness the exception. 

Highly Responsible.  
Reminders and follow-
ups never required. 
Thoroughly checks own 
work. Never fails to 
honour personal 
commitments and 
undertakings.  Never 
denies personal 
responsibility on issues. 

 

Initiative  

Resourcefulness, independent thinking, and proactiveness. 

1 = Unsatisfactory  2 = Improvement 
needed 

3 = Satisfactory 
 

4 = Highly Satisfactory 
 

5 = Excellent 
 

Needs significant 
prompting and 
guidance. Unwilling to 
take any action to rectify 
an observed 
incorrectness. Seldom 
volunteers an opinion 
nor idea. Applies only 
insignificant own 
solutions to problems 
confronted. 

Mostly follows 
precedent. Makes 
moderate attempts, 
which are usually 
successful, to go 
beyond resources 
supplied and readily 
available. Is willing to 
offer ideas and opinion 
in areas of own work 
area and competence. 

Self-initiated solutions to 
problems more 
substantial. Prepared to 
take limited unapproved 
action at times. 
Frequently seen to 
express own opinion 
and ideas. Gives own 
thought to the way work 
should be performed. 

Very enterprising and 
resourceful. Goes 
ahead on own 
judgement. Is 
concerned about future 
developments and 
seeks to influence these 
positively. 
 

Exceptionally 
resourceful, versatile 
and self-reliant. Thinks 
through issues and 
makes suggestions 
/contributions even 
when not formally 
involved. 
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Co-operation  

Disposition, tact, courtesy, enthusiasm, co-operation and sincerity as they affect fellow workers and others. 

1 = Unsatisfactory  2 = Improvement 
needed 

3 = Satisfactory 
 

4 = Highly Satisfactory 
 

5 = Excellent 
 

Frequently creates 
unfavourable 
atmosphere in 
Department.  
 
Department 
performance adversely 
affected. 

Gets along fairly well 
with others. Willingly 
assists others when 
requested. Voluntary 
assistance is 
occasionally evident. 
Wants to be seen to be 
part of the team. 

Co-operates willingly. 
Prepared to offer 
unasked for assistance. 
Works to achieve group 
objectives. Never rude 
or abrasive when 
offering or declining co-
operation. 

Consistently helpful and 
co-operative. Often 
moves from own 
position in order to 
achieve co-operation. 
Always targets win/win 
solutions with 
colleagues. 

Highly regarded as a 
co-operative colleague, 
even in situation of 
differing opinions and 
interests. 

 

Communication  

Giving out information and ideas in a clear and concise manner, including the requirement to inform and to persuade. 

1 = Unsatisfactory  2 = Improvement 
needed 

3 = Satisfactory 
 

4 = Highly Satisfactory 
 

5 = Excellent 
 

Communication mostly 
confined to responses 
to initiatives of others. 
Verbal communication 
often confused and 
confusing. 
 

Self-initiated 
communication is 
confined to basic 
essential and routine 
work requirements. 
Tends to assume others 
‘know’ instead of 
communicating to 
ensure knowledge. 

Expresses self well 
verbally & in writing on 
routine/familiar issues.  
Tries to ensure that all 
relevant/required 
information is included 
in the communication. Is 
usually prompt with 
response 
communication. 

Attempts to design 
communication to suit 
level of receiver(s). 
Communicates well at 
the individual & group 
level. Is able to both 
inform and entertain in 
verbal communications 
to groups. 

Has the ability to 
present compelling and 
persuasive 
communication, both 
written and verbal, 
formal and informal. 
Communication 
delivered is often 
inspirational. 
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Overall Performance Rating  
 

Excellent  Highly Satisfactory Satisfactory  Improvement needed Unsatisfactory 
Outstanding 

achievements that far 
exceed expectations in 

all performance 
elements 

Performance that 
consistently goes 
beyond meeting 

expectations 

Commendable 
performance that meets 

expectations 

Inconsistent aspects of 
performance requiring 
improvement to meet 
some expectations 

Expectations unmet, 
skills not 
demonstrated, 
improvement needed 

 

     
 

 



Continual Development Plan 
 

Name __________________________________________ 

 

Area for development Action Plan Target 
date 

Measurement of success 

 
 
 
 
 

   

 

 

 

 

 

 

 

 

 

 

 

 



Professional Goals 
 

Professional Goals Action Plan Target 
date 

Measurement of attainment 

 
 
 
 
 

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Record of Professional Learning and Training 
 

Professional Learning Activity 
 

Date Relationship to CDP or 
Professional Goals 

Learning Outcomes 
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AITSL Standards Check 
 
 
 
 
 
 
 
 

To be completed every five years in line with TRBWA reregistration in conjunction 
with the standards checklist. 

 
 
 
 
 
 
 
 
 
 
Teacher Name _______________________________________ 
 
 
 
HoLA / Mentor  _______________________________________ 
 
 
 
 
 
 
 
 



2 
 

1. PLANNING AND PREPARATION 
 Refer to AITSL Standards 1, 2, 3, 3.6 and 5.1 
 

i. Effectiveness of programs.  Includes the following - 
• Clearly defined long-range goals and short-term objectives that relate 

directly to syllabus outcomes. 
• Teaching methodologies utilised to achieve outcomes, including a time 

scale, that takes into account: 
o understanding of how children learn; 
o caters for the needs, interests and abilities of students. 

• The resources to be used (including personal). 
• Methods to be employed in determining student achievement of 

outcomes. 
• Plans instruction in accordance with course scope and sequence. 

 
ii. Effectiveness of lesson planning 

• Prepares lessons in sufficient detail for the teacher to work effectively 
with students. 

• Plans and organises lessons that maximise student participation in the 
learning process. 

• Selects materials which are appropriate to the level of the learner. 
• Uses the full range of school resources available including technology. 
• Creatively matches materials to learning objectives. 
• Manages time and materials effectively and efficiently. 

 
iii. Knowledge of subject matter 

Demonstrates knowledge, understanding and skill in subject matter. 
 

iv. Organisation 
Shows logical relationships between individual parts in the programs and 
lesson plans. 

 
v. Special Groups 

Adapts materials, methods, and learning strategies to the interests, needs, 
and abilities of group and individual students. 

 
 
 
Comments 
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2. ASSESSMENT OF STUDENT WORK 
Refer to AITSL Standards 2.3, 3.6, 5.1, 5.2, 5.4 and 5.5 
 

i. Appropriateness of evaluation tasks 
• Aligns evaluation exercises or tasks to the course outcomes and the 

students’ capacities. 
• Holds high expectations for performance and achievement of all 

students. 
 

ii. Variety of evaluation procedures 
Uses a variety of evaluation procedures.  These can include a range of 
informal and formal methods (including long and short answer responses, 
multiple choice, oral presentations, production of models, annotated work 
samples, video recordings, anecdotal notes, running records, etc. as 
appropriate). 

 
iii. Validity 

• Uses appropriate evaluation procedures.  These will include written and 
verbal commands, peer and self-evaluation tests, marks and so forth. 

• Diagnoses student skill levels, assigns tasks of appropriate difficulty, 
provides clear and immediate feedback, and evaluates progress. 

 
iv. Feedback 

Gives appropriate feedback to students and parents and takes appropriate 
action. 

 
v. Recording 

Uses appropriate marking or grading procedures and systematically records 
students’ results. 

 
 
 
 
Comments 
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3. TEACHING SKILLS 
Refer to AITSL Standards 1, 2 and 3 
 

i. Lesson presentation 
• Presents explanations, demonstrations, practice and feedback at an 

appropriate level so that students’ interest is aroused and maintained 
and students’ skills and understandings are adequately monitored.  

• Effectively communicates content and concepts to all students using 
appropriate questioning and inquiry techniques. 

 
ii. Variety of approaches 

• Uses whatever variety of approaches is needed e.g. group and individual 
work, role-play, fieldwork, etc. 

• Uses clear instructional cues about the purposes of a lesson, how it 
connects to prior learning, other disciplines, work, and life. 

 
iii. Use of instructional materials 

Selects and successfully uses varied teaching materials based on students’ 
needs and lesson outcomes. 

 
iv. Praise for achievement 

• Praises effort and accomplishment, emphasising positive features rather 
than only noting errors.  

• Encourages students to assume independent responsibility for learning. 
 

v. Student participation 
• Ensures a high level of student engagement in the learning process. 
• Keeps students on task for a maximum amount of time, minimising 

disruptions, delays, and transitions. 
• Monitors student attention and comprehension rates and paces 

instruction accordingly. 
 
 
 
Comments 
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4. CLASSROOM MANAGEMENT SKILLS 
Refer to AITSL Standards 3.4, 4.1, 4.2, 4.3, 4.4 and 4.5 
 

i. Classroom behaviour 
Controls classroom behaviour so that learning is possible for all, i.e. 
communicates limits of behaviour to students and consistently monitors 
these limits. 

 
ii. Group management 

Effectively manages the class as a group and as several groups, including 
movement, distribution and use of materials. 

 
iii. Conflict resolution 

Knows what is going on in the classroom and can anticipate and deal 
effectively with potential problems. 

 
iv. Treatment of students 

• Treats students fairly, consistently and responsibly.  Focuses on student 
behaviour rather than personality.  Acknowledges equity (race and 
gender). 

• Provides for the physical safety and comfort of students. 
 

v. Classroom appearance 
• Maintains the classroom as an attractive, interesting and vital 

environment for students. 
• Creates a classroom climate which fosters student success, critical 

thinking, and problem solving. 
 
 
Comments 
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5. COMMUNICATION SKILLS 
Refer to AITSL Standards 3.5, 3.7, 6.1, 6.2, 6.3, 6.4, 7.3, and 7.4 

 
i. Scope of communication 

Communicates effectively in speech and writing with students, other 
teachers, parents and administrators. 

 
ii. Communication about performance 

Provides timely and appropriate information about performance to those 
who have a right to know, including students, other teachers, parents and 
administrators. 

 
iii. Rapport with students 

Responds positively to students and students respond positively to teacher.  
Mutual respect is evident. 

 
 
 
Comments 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



7 
 

6. PROFESSIONAL CHARACTERISTICS 
Refer to AITSL Standards 6, 7.1, 7.2 and 7.4 

 
i. Involvement 

• Demonstrates involvement and is a cooperative and enthusiastic teacher in 
the school. 

• Demonstrates enthusiastic participation in professional development.   
• Participates positively in out-of-school responsibilities. 
• Protects school property. 
• Encourages appropriate student use of available facilities and resources. 

 
ii. Reaction 

Seeks, accepts and acts positively on advice about job performance. 
 

iii. Ethics 
• Deals ethically with job responsibilities and other School personnel.  
• Is loyal to and actively upholds the mission of the School. 

 
iv. Reaction to others 

Reacts helpfully and professionally to students, parents, other teachers and 
administrators. 
 

v. Self-evaluation 
Regularly evaluates and modifies own performance. Engages in reflective 
practice. 

 
 
 
Comments  
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7. SELF RFLECTION 
 

What do you see as your strengths as a teacher? 
 
 
 
 
 
 
 
In which areas have you not been satisfied as a teacher? 
 
 
 
 
 
 
 
What are the parts of any Action Plan you might implement that would improve 
your teaching? 
 
 
 
 
 
 
 
In what areas do you feel you can contribute further to the School? 
 
 
 
 
 
 
 
Are there areas of Professional Development that you would like to undertake 
that would be of benefit to you and the School? 
 
 
 
 
 
 
Teacher signature _________________________________ Date_______________ 
 
 
HoLA / Mentor signature ____________________________ Date ______________ 
 
 
Principal Signature ________________________________ Date _______________ 
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HoLA Personal Appraisal 
 

 

 

Name: ________________________________________          HoLA Copy  

 

Use the rating scale below to complete the Key Responsibilities table.  

 

Rating Scale 
1 =  Unsatisfactory 
 Needs frequent instructions, even on routine jobs. Lacks knowledge of required policy & procedure. Shows little effort to keep abreast of 

work-related developments. 
2 = Improvement needed 
 Not fully adequate knowledge and skill. Requires occasional supervision & guidance in some job areas. Needs more training on the job or 

further experience. 
3 = Satisfactory  
 Has a good average working knowledge of the job and is able to perform most tasks. Has comprehensive knowledge of Policy & 

practices. Shows ability to learn & apply new knowledge & information. Requires little direct supervision. 
4 = Highly Satisfactory 
 Very well informed on all Policies & practices of the job. Shows above average ability to apply technical knowledge and skill in own work 

area as well as wider work environment. Requires only infrequent guidance. 
5 = Excellent  
 Has an extremely broad & sound knowledge of all job - related knowledge, skill and policies. Often recognised as an ‘Authority’ on certain 

work issues in the department. 
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Key Responsibilities Standard required Own rating Line manager 
rating 

Communication Chairs regular LA/Department meetings, ensures minutes taken and distributed 
to staff and DPC 

  

 Circulate communication from HoLA meetings to LA, ensuring that staff are 
aware of decisions made 

  

 Oversees the subject and course documentation ensuring the format is 
consistent with ECCS style guide and the contents include information about 
subjects/courses and assessment which is in line with the Western Australian 
Curriculum as outlined by SCSA. Ensures that this documentation is made 
available at the beginning of the academic year or semester to students and 
parents/guardians. 

  

Knowledge, 
responsibilities and duties 

Assists the Deputy Principal Curriculum (DPC) in upholding the vision and 
mission of the school. 

  

 Accepts the responsibility delegated by the DPC to assume overall leadership 
for teaching and learning as well as general management of the LA and 
“umbrella” departments.  

  

 Manages the administrative processes for the LA and departments   
 Provides support both within and outside the school for policy initiates and 

strategic plans 
  

 Ensures the work done in the LA is done safely and in accordance with the 
schools Occupational Health and Safety procedures 

  

 Respects and works in accordance with the School’s Code of Conduct for staff.   
 Encourages and builds professional collegiality within the LA and departments   
 Performs out of hours duties from time to time in accordance with the 

responsibilities of the position such as, but not limited to, attending 
parent/teacher interviews, open nights, Graduation and Awards Evening, exam 
supervision during Term 3. 

  

Knowledge and 
understanding – 
conversant with 

The policies that relate to teaching and learning such as the Lower and Upper 
School Assessment Policies, Homework Policy, Curriculum Plan, Inclusive 
Education Policy, Staff Development and Review Policy and Behaviour 
Management Policy. 

  

 The relationship of their subject area to the curriculum as a whole   
 Any statutory curriculum requirements for assessment, recording, monitoring an 

reporting of students’ attainment and progress  
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Knowledge and 
understanding – 
conversant with 

Effective teaching and learning strategies for best practice pedagogy for learning 
and achievement for all students 

  

 Effective leadership and management practices   
 Requirements for teaching of students with special educational needs   
Planning and setting 
expectations 

Sets high expectations for staff and students with respect to WACE standards 
and outcomes 

  

 Plans in consultation with subject teachers short, medium and long-term plans 
for development and resourcing of the subject 

  

 Uses data including student grades to identify areas in need of improvement in a 
subject 

  

Management of student 
learning – ensures that 

Teaching and learning programs contain the documented curriculum as 
prescribed by SCSA 

  

 Assessment programs for both lower school subjects and upper school courses 
are in accordance with those prescribed by SCSA 

  

 A curriculum audit is done annually in each subject to ensure that the breadth 
and depth, continuity and progression in all subjects for all students is evident, 
including those students of high ability and those with special needs. 

  

 Attention is given to both the General Capabilities and the Cross Curriculum 
Priorities in the LA and departments and this can be seen in teaching and 
learning programs 

  

 Teachers are clear about learning outcomes to be achieved within individual 
lessons, units and courses 

  

 Consideration is given to the development of interdisciplinary and integrated 
curriculum with other subject areas. 

  

 Teachers are guided to choose appropriate teaching and learning strategies to 
meet the needs of the subject and students with different abilities and that the 
curriculum is differentiated to meet these needs 

  

Management of self and 
other teachers 

Prioritizes and manages own time effectively   

 Sets and takes responsibility for achieving challenging personal professional 
goals 

  

 Participates in the Staff Development program for new and early career teachers 
as well as other teaching staff. Supports new and existing members of the LA. 
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Management of self and 
other teachers 

Participates in the performance review for members of the LA and departments.    

 Assists teaching staff identify and achieve their own challenging professional 
goals 

  

 Assists DPC in the management of underperforming staff in the LA and 
departments 

  

Assessment and evaluation Implements the assessment policies and practices for assessing, recording, 
monitoring and reporting and uses this data to recognise achievement and assist 
students in setting targets fo improvement 

  

 Manages the standardization of common assessment tasks at each year level 
through regular moderation and reflection against the relevant achievement 
standards  

  

 Ensures that course/subject curriculum programs are regularly updated and 
attends to curriculum mapping for the LA 

  

 Monitors assessment processes and the assigning of grades to ensure valid and 
reliable assessment. 

  

 Evaluates the teaching of the subject in the LA and uses this identify strategies 
for improvement 

  

 Uses data to identify students who are underachieving and helps teachers 
create and implement effective plans to support those students 

  

Management of resources Works with the DPC to determine future staffing needs   
 Prepares annual budget in consultation with the LA to meet the objectives of the 

LA 
  

 Advises the DPC about the possible deployment of teachers when the timetable 
is being prepared 

  

 Participates in the selection process of new teaching and non-teaching staff 
where appropriate 

  

 Organises and coordinates deployment of learning resources including ICT and 
monitors their effectiveness 

  

 Oversees maintenance of existing resources and in conjunction with the LA 
explores the acquisition and development of new resources. 
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Sense of Responsibility  

Compliance with Instructions and Regulations. Includes reliability dependability and conscientiousness. 

1 = Unsatisfactory  2 = Improvement 
needed 

3 = Satisfactory 
 

4 = Highly Satisfactory 
 

5 = Excellent 
 

Frequently fails to 
execute functions as 
instructed. Outputs are 
mostly late. Work 
attendance and 
tardiness a major 
concern. Flaunts policy 
and procedure. Tends 
to blame others. 

Is generally viewed as 
responsible by others. 
Occasional reminders 
are required to be given. 
Attendance and 
tardiness within policy. 
Demonstrates concern 
for regulatory 
compliance. 

Dependable with normal 
supervision. 
Demonstrates clear 
intent to comply with 
requirements and to 
perform as both 
volunteered & agreed 
to. Absence and 
lateness are within 
acceptable limits. 

Shows more than 
normal responsibility & 
dependability. Very 
concerned with meeting 
commitments and puts 
in extra effort & time. 
Checks quality of own 
deliverables. Absence & 
tardiness the exception. 

Highly Responsible.  
Reminders and follow-
ups never required. 
Thoroughly checks own 
work. Never fails to 
honour personal 
commitments and 
undertakings.  Never 
denies personal 
responsibility on issues. 

Individual       LM      Peer 

Initiative  

Resourcefulness, independent thinking, and proactiveness. 

1 = Unsatisfactory  2 = Improvement 
needed 

3 = Satisfactory 
 

4 = Highly Satisfactory 
 

5 = Excellent 
 

Needs significant 
prompting and 
guidance. Unwilling to 
take any action to rectify 
an observed 
incorrectness. Seldom 
volunteers an opinion 
nor idea. Applies only 
insignificant own 
solutions to problems 
confronted. 

Mostly follows 
precedent. Makes 
moderate attempts, 
which are usually 
successful, to go 
beyond resources 
supplied and readily 
available. Is willing to 
offer ideas and opinion 
in areas of own work 
area and competence. 

Self-initiated solutions to 
problems more 
substantial. Prepared to 
take limited unapproved 
action at times. 
Frequently seen to 
express own opinion 
and ideas. Gives own 
thought to the way work 
should be performed. 

Very enterprising and 
resourceful. Goes 
ahead on own 
judgement. Is 
concerned about future 
developments and 
seeks to influence these 
positively. 
 

Exceptionally 
resourceful, versatile 
and self-reliant. Thinks 
through issues and 
makes suggestions 
/contributions even 
when not formally 
involved. 

Individual       LM      Peer 
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Co-operation  

Disposition, tact, courtesy, enthusiasm, co-operation and sincerity as they affect fellow workers and others. 

1 = Unsatisfactory  2 = Improvement 
needed 

3 = Satisfactory 
 

4 = Highly Satisfactory 
 

5 = Excellent 
 

Frequently creates 
unfavourable 
atmosphere in 
Department.  
 
Department 
performance adversely 
affected. 

Gets along fairly well 
with others. Willingly 
assists others when 
requested. Voluntary 
assistance is 
occasionally evident. 
Wants to be seen to be 
part of the team. 

Co-operates willingly. 
Prepared to offer 
unasked for assistance. 
Works to achieve group 
objectives. Never rude 
or abrasive when 
offering or declining co-
operation. 

Consistently helpful and 
co-operative. Often 
moves from own 
position in order to 
achieve co-operation. 
Always targets win/win 
solutions with 
colleagues. 

Highly regarded as a 
co-operative colleague, 
even in situation of 
differing opinions and 
interests. 

Individual       LM      Peer 

 

Communication  

Giving out information and ideas in a clear and concise manner, including the requirement to inform and to persuade. 

1 = Unsatisfactory  2 = Improvement 
needed 

3 = Satisfactory 
 

4 = Highly Satisfactory 
 

5 = Excellent 
 

Communication mostly 
confined to responses 
to initiatives of others. 
Verbal communication 
often confused and 
confusing. 
 

Self-initiated 
communication is 
confined to basic 
essential and routine 
work requirements. 
Tends to assume others 
‘know’ instead of 
communicating to 
ensure knowledge. 

Expresses self well 
verbally & in writing on 
routine/familiar issues.  
Tries to ensure that all 
relevant/required 
information is included 
in the communication. Is 
usually prompt with 
response 
communication. 

Attempts to design 
communication to suit 
level of receiver(s). 
Communicates well at 
the individual & group 
level. Is able to both 
inform and entertain in 
verbal communications 
to groups. 

Has the ability to 
present compelling and 
persuasive 
communication, both 
written and verbal, 
formal and informal. 
Communication 
delivered is often 
inspirational. 

Individual       LM      Peer 
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Overall Performance Rating  
 

Excellent  Highly Satisfactory Satisfactory  Improvement needed Unsatisfactory 
Outstanding 

achievements that far 
exceed expectations in 

all performance 
elements 

Performance that 
consistently goes 
beyond meeting 

expectations 

Commendable 
performance that meets 

expectations 

Inconsistent aspects of 
performance requiring 
improvement to meet 
some expectations 

Expectations unmet, 
skills not 
demonstrated, 
improvement needed 

 

     
 

Comments and Signatures 
 

I have received and reviewed this evaluation of my performance.  

Employee comments:  

 

 

 

 

 

 

 

Signature: 

  

Date: 
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Line Manager comments:  

 

 

 

 

 

 

 

Signature: 

  

Date: 

 

 

Deputy Principal Signature 

 

Signature: 

  

Date: 

 

 

 

 

 

 



 
 

Classroom Observation   
 

Date  Teacher  

Class  Observer:  

Lesson focus (from pre-observation discussion):  
 
 

 

Standard 1      Know students and how they learn  
Differentiate tasks to meet the range of learning needs and abilities in the class e.g. activities involving 
multiple learning styles   

Differentiate tasks so that weaker students are supported and stronger students are challenged e.g. 
activities involving a range of abilities   

Implement CAP’s and IEP’s (as discussed in pre meeting)  
Standard 2       Know the content and how to teach it  
Knows the content e.g. explaining concepts in a variety of ways   
Applies knowledge of the content to develop engaging teaching activities r  
Includes activities to support Literacy e.g. write/spell new terminology / use of glossary   
Includes activities to support Numeracy   
Integrates ICT and digital tools to engage students and make content meaningful and relevant  
Provides opportunity for students to understand/respect Aboriginal & Torres Strait Islander culture 
and/or diversity  

Standard 3       Plan for and implement effective teaching and learning  
Have clear teaching objectives and planned learning strategies e.g. think pair share, jigsaw   
Recap previous lesson content to ensure all students are on same page and to give context to lesson 
material  

Use explicit instruction by:  
a) Making learning objectives clear to students e.g. discussed or on board 
b) Having a lesson structure that is made clear to students 
c) Explaining/Demonstrating new learning (Showing them how to do it) 
d) Guiding student hands-on application of the new learning and 
e) Encouraging collaboration amongst students.  

 
 
 
 
 
 

Use teaching strategy that promotes problem solving, critical and creative thinking e.g. open ended 
questions  

Encourage student participation  
Use of effective verbal and nonverbal communication strategies   
The lesson engages and challenges students  
Encourage students to make sense of their learning e.g. giving relevance & context  
Standard 4      Create and maintain a supportive and safe learning environment  
Address student by name  
Effective classroom management with workable routines e.g. entering class  
Demonstrate sensitivity to individual students needs e.g. ability, personality (shy/quiet), mood  
Respond to inappropriate student behaviour – promptly, fairly, respectfully   
Negotiate the learning with the student’s e.g.  negotiation around assessments e.g. type, time, revision  
Model and ensure respect among the students.  
Interact with all students in the class   
Maintain a safe environment for students to work and learn  
ICT being used responsibly and ethically by students in class e.g. illegally downloading, copying and 
pasting information, inappropriate website not used  

Standard 5     Assess, provide feedback and report on student learning  
Address gaps in knowledge/understanding e.g reteaching, re-explaining, explaining whilst moving 
around to students during activity.   

Use of appropriate questioning to understand where students are at? e.g. asking questions during the 
lesson    

Create opportunity for assessing or evaluating student learning e.g. quiz /  exit cards   
Provide students/individual and/or group with constructive and timely feedback on their learning e.g. 
responding constructively to student questions, moving amongst groups helping students with 
questions. 

 

 



 
 
 

 

 

Teacher Signature:                                     __________________________________ 

 

Observer signature:        __________________________________ 

 

General Feedback About This Lesson 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Suggestions/ Comments 
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