APPRAISAL – FREQUENTLY ASKED QUESTIONS
These questions and answers should be read in conjunction with the model appraisal policy.
1. I am confused about ‘drop ins’. What constitutes a ‘drop in’? How often should they take place? Do they count towards my appraisal? 

Drop-ins by definition are short visits to classrooms. Headteachers use ‘drop-in’ observations as part of their statutory responsibilities in order to keep the work of the school under review and ensure proper standards of performance are maintained. Typically, drop-ins are concerned with information gathering and enable a headteacher to make clear and valid statements about the overall quality of teaching and learning. Overall findings from drop-ins are usually shared with all staff and used to identify priorities for improvement or report on progress against such priorities.   

Usually, evidence from drop-ins is not used for appraisal purposes, though it is very important that individual teachers are made aware of any serious concerns relating to them that are uncovered through drop-ins so that they are able to address these concerns.   
It is unlikely that drop-ins will occur frequently or in a bunched way in most schools. In schools in category (see below) where rapid improvement is required drop-ins may need to take place regularly (that is, more than once per half term). 

Learning walks are also commonly used in schools. They are organised and highly structured enquiry walks through classrooms, usually designed to collect evidence on aspects of teaching and learning and climate for learning. They are intended to be developmental rather than judgemental.  Learning walks should not be used for appraisal purposes though, again, if learning walks uncover serious concerns about an individual teacher, these concerns should be shared with the teacher concerned.        

2. I feel I am being observed too often. What is reasonable?

Observation is an essential part of school life. Headteachers need to have a reliable picture of the quality of teaching and learning across their school and so will use observations for monitoring purposes. In addition to this, many teachers actively engage in observations (being observed and also as observers) designed to assist them in improving their practice. It is difficult, therefore, to give a precise definition of what is reasonable. The model policy states that observation for appraisal will not exceed 3 hours/3 occasions per year.
Headteachers have a duty of care towards their staff and must remember that many teachers find being observed stressful. Leaders need to be mindful of the potential negative effects of an on-going and intensive programme of observations that focus on judging lessons rather than supporting improvements in practice. Stress is reduced when leaders make clear to members of staff why observations are taking place and the criteria being used during observations.  If a school is in a category (see below) it is highly likely that the number of observations will be increased.       

3. I am not a teacher so why do I have to be observed? Also, if I am observed why does my observer not have to hold QTS?

As a member of support staff you are likely to be in lessons when observations take place. When a lesson is observed the observer is interested in establishing the quality and effectiveness of teaching and learning. This means considering how well pupils are being supported by all adults in the class. However, it is the teacher’s responsibility to plan for your deployment and the teacher who will receive feedback about the quality of the lesson. You should, of course, be informed of any judgements that relate directly to your role in class. 
If you have agreed objectives relating to delivering support programmes to groups of children it follows that observations relating to this role will be appropriate. Such observations should always be undertaken using agreed criteria for what effective support or programme delivery looks like.  

If you are managed by a colleague without QTS but who nevertheless has a high level of knowledge and skill relating to your role (for example a HLTA with line management responsibilities for TAs) this colleague is likely to be the most appropriate person to undertake observations of your work.        

4. Am I entitled to training linked to appraisal?
One of the purposes of appraisal is to establish your professional development needs, especially any needs you have related to meeting agreed objectives. However, it is important to remember that professional development means many things. The most effective learning is not always provided by attending a training course; very often colleagues in your own school can provide the support and development needed to help you improve. Never be shy about discussing development opportunities that will help you to achieve your career ambitions. Although school budgets are tight, most heads will be keen to support ambitious colleagues in their desire to progress in their careers and there are many creative ways in which such support can be provided.       

5. Do I have to give up my PPA time to receive feedback from a lesson observation?

You cannot be required to give up your PPA time to receive feedback from a lesson observation. Feedback does not always take a long time but the feedback conversation is important and you should feel that you have had sufficient time to hear, reflect and respond to what has been said. It is particularly important that you are clear about any areas for improvement being recommended.   

6. As a reviewer where do I get the time to perform my role properly?

You should not be expected to give up your PPA time to perform appraisal duties. Nor should you try and fit meetings into lunch breaks. Being an appraiser is an important role and you should be given time to perform it well.  Most schools provide cover for reviewers to undertake observations and hold appraisal meetings. Some schools use one of the five annual training days to undertake appraisals as this minimises disruption to teaching. 
7. My school has just been put in a category by Ofsted. Does this mean I will now be observed more frequently? 

If a school is placed in an Ofsted category, or if the local authority is sufficiently concerned about a school to be providing additional support to improve provision and standards, it is likely that more observations than you have been used to will take place. Observations may be conducted by senior staff in school, LA advisers and, in the case of category schools, HMI inspectors. Observations will be used initially to gain a clear picture of the quality of teaching and learning across the school and subsequently to assess progress against targets related to priority areas. Some individual teachers may be placed on a ‘developing performance’ plan to help them improve their practice and, in these cases, observations may be used to assist with very specific aspects of pedagogy and to assess progress being made against targets.      
8. I have agreed to work with another colleague and undertake some peer observations. Should these observations be used for appraisal?  

If these peer observations have nothing to do with the appraisal process (in other words they are not linked to support being provided to assist you with achieving agreed objectives) there is no need to use the observation feedback as review evidence. However, it is quite possible that you will choose to use such feedback in your review meeting as evidence of your commitment to improving your practice and your contribution to the learning culture in school. Although the evidence doesn’t relate to your agreed objectives it could be used as evidence of your overall performance, which should be discussed in the appraisal meeting. It is for you to decide whether or not to present any evidence you have from the peer observation process.     

