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Bethlehem College
APPRAISAL AND ATTESTATION 

 (2002)



Notes and Outline of Time Requirements for 2002: 
1. Job Descriptions will be updated at beginning of the year & signed by all teachers by end of February

2. Three Goals (including at least one Christian Professional Development Goal) are to be chosen by teachers and handed in at staff meeting on February 19, 2002.  These may be discussed with HoD’s.  

3. Training Requirements will be requested by teachers on the basis of 2 (above) and handed in on February 19, 2002 at staff meeting.  Final decisions on these will be made by Head of Curriculum.

4. Student Response Sheets are handed out regularly and all evaluated by teachers by end of term 3.

5. Observations (normally 2) of Teaching Practice should take place in terms 2 and 3.

6. Self Appraisal of outcomes arising from goals will be completed by the end of term three.

7. The Interview with the Appraiser will take place early in term four, following completion of 4 - 6.  During the Interview opportunity will be given for full discussion of the Appraisal Report before it is signed by both parties.

8. At the Teacher Only Days each December the process is reviewed and suggestions made for alterations in the light of experience.

9.  Management staff implement the changes suggested, if practicable, in time for introduction to  all staff at the Teacher Only Week before Term One of the following year.

Performance Outcome Criteria for Beginning Teachers           Name: ………………   Year…….

	dimension and professional standards
	Performance Outcomes
	Evidence (eg. Interview/Visit)
	Date
	Met

	(a) Special Christian Character

living consistent Christian life; teaching from biblical perspective
	1. own faith is shared with and known by the students

2. beginning to plan and teach using biblical principles
	
	
	

	(b) Professional Knowledge

expanding knowledge, with advice and guidance in:

practical application of curriculum, learning & assessment theory

current issues and initiatives in education, incl. Maori education
	1. conversant with Curriculum Framework & Schemes

2. takes full part in regular advice & guidance sessions

3. aware of major, relevant issues in NZ education
	
	
	

	(c) Professional Development
receiving professional support & encouragement to successfully:

participate in available professional development opportunities appropriate to individual needs and schools priorities, incl.Treaty of W.
	1. attends & reports on profess. develop. seminars

2. takes active part in school prof. devel. meetings

3. participates in staff discussion on Treaty issues
	
	
	

	(d) Teaching Techniques 

with professional guidance, developing effective strategies in:

programme planning & assessment design, teaching techniques, development and appropriate use of teaching resources, use of currently available technologies, evaluation and reflection on teaching techniques and strategies
	1. students enjoy  varied relevant learning experiences

2. assessments are appropriate & developing in quality

3. technologies appropriate to subject are being used

4. improvements to teaching practice are occurring

5. students are shown to be making progress
	
	
	

	(e) Student Management & Motivation

developing sound understandings & strategies, within the confines of available resources to: manage student behaviour, recognise individual learning needs,  develop positive and safe physical and emotional environments, recognise diversity.  

receiving professional guidance & demonstrating increasing competence in setting expectations which promote learning, effective techniques in student  motivation
	1. students enjoy a purposeful working atmosphere

2. teacher seeks to meet individual needs of students

3. there is a safe, secure environment for the students

4. mutual respect is fostered within the class

5. teacher has appropriate high expectations of the 

   students' learning abilities
	
	
	

	(f) Te Reo me ona Tikanga

expanding knowledge and developing sound skills, with advice and guidance in:  accurate pronunciation of basic Maori vocabulary, common greetings and waiata, basic Maori protocols
	1. teacher has developing appreciation of the role of  Maori  language & culture & other NZ cultures 

2. teacher has basic understanding of Maori protocols
	
	
	

	(g) Effective Communication

demonstrating, with support of senior staff, growing ability to successfully communicate effectively with students, families, whanau & caregivers, report on student progress, share information with colleagues
	1. there is clear, helpful communication with students

2. students' questions in class are honestly answered

3. there is clear communication with caregivers etc.
	
	
	

	(h) Support for and Co-operation with Colleagues

receiving professional support & encouragement to successfully build professional relationships, contribute to professional development  activities
	1. relationships with staff are positive and professional

2. participation in professional development is positive
	
	
	

	(i) Contribution to Wider School Activities:   

willingness to be involved in activities contributing positively to school life
	1. makes positive contribution to co-curricular  activities
	
	
	


Performance Outcome Criteria for Classroom Teachers          Name: ………………   Year…….

	dimension and professional standards
	Performance Outcomes
	Evidence (eg. Interview/Visit)
	Date
	Met

	(a) Special Christian Character

living consistent Christian life; teaching from biblical perspective
	1. own faith is shared with and known by  students

2. planning & teaching based on biblical principles
	
	
	

	(b) Professional Knowledge

competent in relevant curricula; demonstrate sound knowledge of current learning & assessment theory, current issues & initiatives in education, incl. Maori education
	1. conversant with Curriculum Framework & Schemes

2. attends relevant subject and staff training sessions

3. keeps up to date with major current debate in NZ Ed
	
	
	

	(c) Professional Development

demonstrate commitment to ongoing learning; participate individually & collaboratively in prof. Dev. activities; continue to develop understandings of  Treaty/Waitangi
	1. attends & reports on professional dev. seminars

2. takes active part in school prof. devel. meetings

3. shows thoughtful response to Treaty  issues
	
	
	

	(d) Teaching Techniques 

plan & use appropriate teaching programmes, strategies, learning activities & assessments; demonstrate flexibility in a range of effective teaching techniques; make use of appropriate technologies & resources; impart subject content effectively; evaluate & reflect on teaching techniques with view to improvement
	1.students enjoy varied relevant learning experiences

2. assessments are appropriate and reflect feedback

3. technologies appropriate to subject are being used

4. changes to teaching are planned after reflection

5. students are shown to be making sound progress
	
	
	

	(e) Student Management & Motivation

manage student behaviour effectively; establish constructive relationships with students; be responsive to individual needs; develop and maintain a positive, safe physical & emotional environment; create an environment encouraging respect and understanding; maintain a purposeful working environment; engage students positively in learning; establish expectations which value and promote learning
	1. students enjoy purposeful well-managed environment

2. teacher seeks to meet individual needs of students

3. there is a safe, secure environment for the students

4. mutual respect and understanding is present in class

5. teacher has appropriate high expectations of the 

   students' learning abilities
	
	
	

	(f) Te Reo me ona Tikanga

continue to develop understandings & skills in appropriate usage &  accurate pronunciation of Te Reo; demonstrate understanding of basic Maori protocols
	1. teacher shows appreciation of the role of Maori 

    language & culture & other cultures in NZ

2. teacher has basic understanding of Maori protocols
	
	
	

	(g) Effective Communication

communicate clearly & effectively in English &/or Te Reo; provide appropriate feedback to students; communicate effectively with families, whanau & caregivers; share information with colleagues
	1. students enjoy clear, effective communication

2. students' questions in class are fully and honestly answered

3. there is good communication with caregivers etc.
	
	
	

	(h) Support for and Co-operation with Colleagues

maintain effective working relationships with colleagues; support and assist colleagues in improving teaching and  learning
	1. relationships with staff are encouraging and professional

2. support and assistance is given to other staff
	
	
	

	(i) Contribution to Wider School Activities

contribute positively to the life of the school and its community
	1. positive contribution is made to the wider school 

    community through co-curricular and other activities
	
	
	


Performance Outcome Criteria for experienced Classroom Teachers   Name: ……………   Year…….
	dimension and professional standards
	Performance Outcomes
	Evidence (eg. Interview/Visit)
	Date
	Met

	(a) Special Christian Character

living consistent Christian life; teaching from biblical perspective
	1. own faith is shared with and known by the students

2. assists & shares with others in teaching Christianly
	
	
	

	(b) Professional Knowledge

demonstrate a significant depth of knowledge in theory & practical application of: curricula relevant to teaching speciality(ies);  learning & assessment theory and developments;  current issues & initiatives in education, incl.  Maori education
	1. shows depth of knowledge of relevant Curriculum     

    Framework & Scheme documents from the school

2. shows skill in developing lessons and assessments

3. keeps up to date with major current debate in NZ Ed
	
	
	

	(c) Professional Development

demonstrate high level of commitment to:  further developing knowledge & skills; encouraging & assisting colleagues in PD; further developing understanding of the Treaty of Waitangi
	1. attends & reports on professional develop. seminars

2. shares knowledge and skills in PD with other staff

3. shows thoughtful response to Treaty of Wait. issues
	
	
	

	(d) Teaching Techniques 

demonstrate expertise & refined strategies in: development & practice of teaching programmes & resources, learning activities & assessment regimes; highly effective teaching techniques; evaluation, appraisal and reflection of own and others' teaching practices with positive outcomes
	1. students enjoy  varied relevant learning experiences

2. assessments are of high standard reflecting feedback

3. effective teaching techniques are being used

4. changes to teaching are planned after reflection

5. students are shown to be making progress
	
	
	

	(e) Student Management & Motivation

demonstrate expertise and refined strategies in: development & maintenance of environments which enhance learning by recognising & catering for learning needs of diversity of students; managing student behaviour effectively.  

demonstrate a high level of effectiveness in: encouraging positive school-wide engagement in learning; fostering and practising cultures of learning and achievement.
	1. purposeful and well-managed working atmosphere

2. teacher seeks to meet individual needs of students

3. there is a safe, secure environment for the students

4. mutual respect and understanding is present in class

5. encourages and assists other teachers both in 

    student management and in lifting the levels of   

    learning and achievement
	
	
	

	(f) Te Reo me ona Tikanga

demonstrate commitment to the promotion in education of: the appropriate and accurate use of Te Reo and the adoption of Maori protocols where appropriate
	1. shows appreciation of the role of Maori  language       

    and culture as well as other cultures in our nation.

2. teacher has basic understanding of Maori protocols
	
	
	

	(g) Effective Communication

demonstrate particular skill & success in: communicating effectively with students; reporting on student achievement to students/families/caregivers/whanau;   inter-staff communications
	1. skilful and successful communicator with students

2. high degree of skill shown in reporting procedures

3. effective, helpful communicator to other staff
	
	
	

	(h) Support for and Co-operation with Colleagues

demonstrate a high level of commitment to: encouraging & fostering effective working relationships; providing support/assistance to staff
	1. effective, dedicated team member of staff

2. high level of support/assistance given to other staff
	
	
	

	(i)  Contribution to Wider School Activities

contribute effectively towards functioning of whole school operation
	1. effective contribution being made to wider school, 

    incl.  relationships with parents/wider community
	
	
	


Performance Outcome Criteria for Management Unit holders   Name: …………..    Year………

	dimension & professional standards
	Performance Outcomes
	Evidence  (eg. Interview/Visit)
	Date
	Met

	(a) Special Christian Character

living consistent Christian life; showing Christian leadership
	1. own faith is shared with and known by all

2. guides other staff according to Christian principles
	
	
	

	(b) Resource Management

effectively and efficiently use available resources, including financial resources and assets, within delegated authorities, to support learning outcomes for students
	1. ensures resources needed are purchased / budgetted

2. ensures resources are kept well maintained

3. conscientiously keeps to budget limits
	
	
	

	(c) Staff and Student Management

represent & communicate effectively to a range of audiences, the goals & tasks of the department, or area of responsibility; participate in and, where appropriate, contribute to school's PMS; provide effective advice & guidance to other staff; monitor teacher/student relationships & provide advice and support when required; communicate effectively with students and staff
	1. shares competently with others about the area of responsibility

2. undertakes appraisal of other staff competently if required

3. other staff receive useful advice and guidance

4. staff / student relationships positive in department

5. relates well in leadership with staff/students/parents
	
	
	

	(d) Professional Leadership

understand aims of and display competence in area of responsibility; provide professional leadership to staff within delegated area of resp.; make constructive contributions, where applicable to school management; demonstrate high level of awareness of educational developments and changes, particularly in area of resp.' undertake appropriate prof. dev. to enhance individual expertise in areas of management, administration & education; identify & act on opportunities for improving teaching & learning; ensure procedures for decision making in area of resp. are consistent with national guidelines and school policies; ensure changing social and cultural factors affecting school community are reflected in policies and programmes of area of resp.; foster positive relationships between school and all sectors of the community
	1. competent in understanding and carrying out role

2. good role model of servant leadership to others

3. effective team member in school management and collegial decision making

4. keeps up-to-date with main educational developments

5. undertakes further training applicable to position of responsibility.

6. manages changes which bring improvements in the area of responsibility

7. department managed in accordance with school' charter and policies as well as legal requirements

8. shows awareness of cultural factors affecting department and is sensitive to  students/families

9. relationships with people outside of school are positive and reflect well on the school 
	
	
	


PERFORMANCE  APPRAISAL  GOALS  

(at least one Christian development goal)
         Name:
…………………………………

Appraiser:
………………………………

             Year  ……………..
	Goal One
	Expected Outcomes
	Met?
	Key Tasks Involved
	Met?

	
	1. 
	
	1.
	

	
	
	
	2.
	

	
	2.
	
	3.
	

	
	
	
	4.
	

	
	3.
	
	5.
	

	
	
	
	6.
	


	Goal Two
	Expected Outcomes
	Met?
	Key Tasks Involved
	Met?

	
	1. 
	
	1. 
	

	
	
	
	2. 
	

	
	2.
	
	3. 
	

	
	
	
	4. 
	

	
	3.
	
	5. 
	

	
	
	
	6. 
	


	Goal Three
	Expected Outcomes
	Met?
	Key Tasks Involved
	Met?

	
	1. 
	
	1. 
	

	
	
	
	2. 
	

	
	2.
	
	3. 
	

	
	
	
	4. 
	

	
	3. 
	
	5. 
	

	
	
	
	6.
	


REQUEST FOR PROFESSIONAL DEVELOPMENT 
Name ………………………………….



         Year ……………

Number of Courses which may be attended:

In addition to the teacher only days per year, full-time teachers can expect to be able to attend one or two professional development courses within term time, which are relevant to the goals you set for the year or performance criteria for which you wish further training.    Part-time teachers should be attending one in-service course per annum. 

Providing course fees are not exorbitant, teachers are encouraged to attend any relevant courses held in holiday times, particularly in the field of Christian professional development as in 2002 for the annual Christian Schools’ Association Conference in Wellington in July.

What if there is no suitable course for my needs?

Do not be put off if you do not find a course that matches your goals and professional development needs.  Simply write in the area in which you wish to have a training opportunity provided.  Please discuss the request with your HoD and/or Appraisal Team, who will seek to arrange suitable training with teachers from other schools or training institutions. 

NB Please remember to fill in the brief course evaluation sheets which form an integral part of the professional development process and are also helpful in planning suitable future opportunities for other teachers as well.

	Name of Course
	Provider of Course
	Date(s)
	Fee
	Reliever ? (name)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


PROFESSIONAL  DEVELOPMENT  COURSE  REPORT

Name of Teacher
.........................................................
Name of Course
........................................................................................................

Course Code No.
.....................   Course Fee ................Reliever ...........................
Date of Course
...............................    Course Leader(s).......................................

Aims of Course




...............................................................................................................................


...............................................................................................................................

...............................................................................................................................
Overall Evaluation
Very Useful             Useful
      
 Not very useful         
  Not  worthwhile
(circle as appropriate)
Summary of the Main Things learned from this Course:

............................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................….

Is there anything particular that you could pass on to other staff from the Course 

(eg. at a staff meeting)?
.............................................................................................................................................................................................................................................................................................................................................................................................................................................…

.............................................................................................................................................…

.............................................................................................................................................…

SELF- APPRAISAL PROCEDURES FOR TEACHERS

Name ………………………………….

Goal One


Did you achieve this goal?

Yes  (
No  (

Partially  (
If your answer was NO or PARTIALLY note any further steps you see as necessary to achieve this goal which you were not able to complete this year:

................................................................................................................................................................................................................................................................................................................................................................................................................................................

Goal Two


Did you achieve this goal?

Yes  (
No  (

Partially  (
If your answer was NO or PARTIALLY note any further steps you see as necessary to achieve this goal which you were not able to complete this year:

...............................................................................................................................................................................................................................................................................................................................................................................................................................................

Goal Three
Did you achieve this goal?

Yes  (
No  (

Partially  (
If your answer was NO or PARTIALLY note any further steps you see as necessary to achieve this goal which you were not able to complete this year:

................................................................................................................................................................................................................................................................................................................................................................................................................................................

APPRAISAL INTERVIEW RECORD
Teacher ..........................................

                Appraiser ...............................................

A  Goals Discussion  (see Self-Appraisal Form)
Goals or tasks which should be carried over to the following year:

...........................................................................................................................................................................................................................................................................................…………………..

..............................................................................................................................................………..

B  Student Response Analysis  
Areas of strength noted frequently by students:

..............................................................................................................................................……….

Areas for development:

..............................................................................................................................................………..

C  Performance Outcomes

These have been:
partially met  (

all met  (
  some/all exceeded  (
Note any which have not been met and state what is required to be done so they can be met.

Note any particular outcomes which have been exceeded or are worthy of particular mention.

............................................................................................................................................................................................................................................................................................………………….

............................................................................................................................................………….

D  Professional Development

Opportunities this year were:
very useful  (

satisfactory  (

lacking  (
Note any particular areas for further training in the coming year.

............................................................................................................................................................................................................................................................................................………………….

..............................................................................................................................................………..

E Any further comments / steps to be taken

..............................................................................................................................................................................................................................................................................................………………...…………………………………………………………………………………………………………...
Signed: ................................  (Appraiser)     .................................(Teacher)         Date: .........…….

student course evaluation form
Subject: ………………..  Topic  …………………   Level ……    Date ………Teacher…………..

1. Please rate the following on a 1 (very high/very good) down to 5 (very low/very poor) scale

     Just circle the appropriate number











My Level of Interest in the course
1

2

3

4

5

The Workload outside of class
1

2

3

4

5

Level of Difficulty of work for me
1

2

3

4

5

The Amount of Effort I put in
1

2

3

4

5

Teacher's Organisation of Course
1

2

3

4

5

Teacher's Explanations /Assistance
1

2

3

4

5

Availability of Resources for study
1

2

3

4

5

Fairness of Assessment(s)

1

2

3

4

5

2.  What Parts of course did you enjoy?
  .........................................................................…………………………………………………………

Can you say why?

............................................................................................................…………………….…………….



.......................................................................................................................................………………..

3.  What Parts of course did you not enjoy?
 ...................................................................………………………………………………………………

Can you say why?

 ...........................................................................................................……….. ………………………...

 ............................................................................................................................................……………

4. Do you have any suggestions to improve the course for future classes?
 .............................................................................................................................................…………...

..............................................................................................................................................…………...

summary of student evaluation forms

Subject: ………………..  Topic  …………………   Level ……    Date ………
   Teacher…………..













1A. Student Interest in the course
1…..

2….

3….

4….

5….

Workload outside of class
       
1….

2….

3….

4….

5….

Level of Difficulty of work

1….

2….

3….

4….

5….

Level of Student Effort

1….

2….

3….

4….

5….




1B. Teacher Organisation of Course
1….

2….

3….

4….

5….

Explanations/Assistance

1….

2….

3….

4….

5….

Availability of Resources for study
1….

2….

3….

4….

5….

Fairness of Assessment(s)

1….

2….

3….

4….

5….


3.  Parts of course enjoyed:   .........................................................................…………………………...

                                             ………………………………………………………………………………

          Reasons:                     .............................................................................…………………….….



                                             ...............................................................................................……………

4.  Parts not enjoyed:          ...........................................................……………………………………..

                                            ………………………………………………………………………………

          Reasons:                    ........................................................................…………………………….

                                            ....................................................................................................…………
                            

4. Suggestions to improve the course for future classes?
     ..............................................................................................................................................………..

     ..............................................................................................................................................………..

5.  Actions taken or planned in view of the above responses:

1. ..............................................................................................................................................………..

2. …………………………………………………………………………………………………………..

3. …………………………………………………………………………………………………………..

4 Evaluate Student Responses





2 Three Goals for the year established





3 Identify Training Requirements





5 Observation of Teaching Practice





6     


     Self Appraisal


Appraisal





7 Appraisal Inter-view and  Report





9 Changes made to the Appraisal System





8 Full Staff Review  of the Appraisal System





1 Update Job Descriptions





‘Set an example by doing what is good.  


In your teaching show integrity, seriousness and soundness of speech.’                    Titus 2:7








� see separate sheets for: i) students to fill in at end of a unit	ii) teachers to fill in summary of class responses


� please write in the approximate percentages of responses alongside each number. (1=very high to 5= very low)
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