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1
BACKGROUND
PROFESSIONAL REVIEW AND DEVELOPMENT [PRD] is a continuous and systematic process that aims to help and motivate individual teachers with their professional development and career planning.
The need for continuing development of a teacher's knowledge and skills is an essential element in school improvement.  Significant changes continue to take place in approaches to learning and teaching, the curriculum and in information and communications technology requiring a teacher’s competences and knowledge to be updated regularly.

Professional Review and Development will involve all teachers in schools and services.  It is a positive process, building on the skills and achievements of teachers to help them become even better.  As such it is vital for ensuring the high quality of learning and teaching and the improvements in performance that all seek for pupils, staff and schools.  
A good review will be 

· positive, focussing on what works well and what needs to be addressed;

· solution focussed and identify how things can be [even] better

· supportive, acknowledging the teacher's contribution to the life and work of the school
· professionally challenging and stretching to develop the teacher's experience and expertise

The key outcome of an effective PRD process is that it ensures that continuing professional development in all its forms addresses the complementary needs of individual teachers, department teams and school improvement plans and supports key objectives in the Education Department Service Plan.

The following guidelines replace those on STAFF REVIEW AND DEVELOPMENT issued to all schools and services in October 2003. They take account of a number of key initiatives in recent years that include

· the use of national standards as the basis for professional review 

· the very successful coaching programme run in Dundee since 2005, 

· the desire to make the review process more focussed and in tune with other quality improvement processes 

· the widely recognised improvements in the quality of learning and teaching achieved through LTID

· the wide range of CPD now available through CPD Online and GLOW.

2
 KEY ELEMENTS OF THE PRD PROCESS
	2.1
	A standards based approach to PRD

The review of all teaching staff in Dundee schools and services will be based on criteria that take account of national standards issued by the General Teaching Council for Scotland [GTCS].  These include

Teachers - review criteria based on the revised Standard for Full Registration [SFR]
Principal Teachers -. review criteria based on statements drawn from the Standard for Full Registration [SFR] and the Standard for Headship [SFH]
Chartered Teachers - review criteria based on the revised Standard for Chartered Teachers as defined in the SNCT Code of Practice
Head Teachers and Deputes - review criteria based on the revised Standard for Headship.

A teacher's review will normally be carried out by a line manager.  In some larger secondary departments, arrangements might be agreed whereby the review of all teachers in the department can be undertaken by both the principal teacher and a member of the SMT.  Principal teachers of guidance should be reviewed principally for their guidance role although there will also be an opportunity to consider significant aspects of their teaching role.  In exceptional circumstances, where there has been a breakdown in the relationship between a teacher and their reviewer, another reviewer who has sufficient knowledge of the teacher's practice eg another member of SMT should be agreed.


	
	

	2.2
	Self-Evaluation

Central to the review process is the teacher's self-evaluation.  It is a mechanism through which the teacher [reviewee] can clarify thinking prior to the review meeting and identify and reflect on a few significant issues, around which meaningful and supportive conversations are then built.  Good self-evaluation enables the reviewer both to acknowledge success, achievements and all that is good in a teacher's work and also to identify areas of work where the teacher would benefit from additional development, support and CPD.

An online self evaluation tool, PRD Online, has been created to support this revised guidance.  Further advice on preparing the self-evaluation is available on PRD online and also as part of a PRD training programme available both in school and through the Educational Development Service.


	
	

	2.3
	A focused agenda

Feedback from a local pilot and national developments suggests that a more focussed teacher's self-evaluation brings a more focussed agenda for discussion, resulting in more meaningful conversations and ultimately better outcomes.  In effect this means that a teacher will focus on selected significant standard statements and that a broader consideration of how a teacher meets the whole standard will only be achievable over a number of reviews.  
A review should not leave a teacher or reviewer feeling pressurised to "cover" the whole standard in one meeting.  Feedback from schools involved in a pilot in Dundee schools confirms that the focussed agenda was helpful.  Less appears to offer more.
While the agenda will be set in the main by the teacher, the reviewer has an opportunity to include on the agenda an item that s/he considers important for the further development of the teacher.

Further advice on preparing and agreeing the agenda is given in section 3.5.

	
	

	2.4
	 Review as a coaching conversation

Recent training in coaching and mentoring has been very well received.  Encouraged by this, schools can now look at review based on a coaching approach in a very different way.  Early evidence suggests that where teachers feel they are being genuinely listened to and can make real choices about discussing what is important for them, their engagement in the review process is high.  A similar picture is emerging from the national coaching project evaluation.  Coaching conversations have a great deal to offer the PRD process.   A training programme in basic coaching skills will accompany these revised arrangements.



	
	

	2.5
	Coherence with other quality improvement processes

PRD is one of a number of important Quality Improvement processes that provide teachers with a rich source of evidence of where their work is effective and where development needs arise.  These processes include

· planned meetings with a line manager to consider plans, monitor and review pupils' progress, attainment and support needs

· Professional Support visits

· CPD planning meetings 

· Departmental and school reviews and extended reviews,

· HMIE and Care Commission inspections.

In addition, teachers often receive informal feedback from colleagues with whom they work on a regular basis.  Pupil evaluations of topics can also provide helpful feedback
When taken together, all of this evidence creates an effective and helpful flow of information that contributes to a teacher's professional learning and so helps inform a teacher's self-evaluation.  A good review should acknowledge that other feedback conversations have taken place and so allow more time at the review for a more focused discussion of important and significant matters.  In this way, teachers can identify how their development and enhanced practice can impact on pupil performance.


	2.6
	PRD Online - a single confidential format

A key feature of the revised arrangements is a single on-line review tool that holds the self-evaluation, agenda, feedback report, learning goals, CPD plan and summary of progress.  The single online format is dynamic and updateable from year to year.  This document will be kept within in the CPD Online portal in a confidential, password-protected online format, accessible to the reviewee and reviewer. 



	
	

	2.7
	Feedback, learning goals and CPD

A concise feedback report will be given to every teacher within 10 working days of the review.  It should contain a concise record of the main points discussed, key learning goals and helpful CPD.  The final report should be agreed by both reviewer and reviewee.  
CPD needs are automatically transferred into the teacher's online CPD plan and an extract of CPD needs and plan are sent via CPD Online to the CPD Coordinator.  

Over the following year the teacher should address the learning goals and monitor and evaluate progress, recording it in the appropriate part of the of the PRD online tool.  This summary of progress will be the first point for discussion at the next review meeting.  



	
	

	2.8
	Annual review

This revised guidance affirms that a review meeting is an entitlement of every teacher.  It should be held annually and it recommended that it should last between 45-60 minutes.
Benefits of an annual review include

1. a agenda focussed on significant elements of progress and development need 

2. a conversation that leads to more effective follow up CPD and improved performance
3. a shorter meeting with less paperwork with records of all the key elements held on one simple secure electronic reporting format 
4. follow-up in a 12 month period.

5. greater coherence with school and department improvement plans and other quality improvement processes.
Consideration should be given as to how the school's Working Time Agreement can accommodate time for training and awareness raising activities to support the implementation of the PRD process. 





3
THE REVIEW PROCESS



3.1 - Preparation
Reviewer - Reviewers should agree well in advance with reviewees a timetable for their review that includes dates for a briefing [where necessary], the submission of the self-evaluation - no less that 5 working days before the review - and the date of review.  

Reviewee - First time review - An initial briefing meeting will be arranged for all staff due to undertake review for the first time.  The main purposes of this meeting are to:
· explain the purpose of and procedures for review

· establish the importance of self-evaluation
· ensure the teacher can use the PRD Online tool 
· outline the possible sources and methods for gathering information

· outline the arrangements for review meetings

· respond to any queries or concerns
· establish trust and understanding between reviewer and reviewee
This briefing should last for about 30 minutes
For Subsequent Reviews - When a teacher has already been through a review, the reviewer will contact the teacher to arrange the date, time and place of the review meeting and ensure the reviewee is clear about the arrangements for the review.
3.2
 Gathering Information
As the review approaches, available information and evidence about the reviewee's work and performance should be considered.  This might include feedback from:
· planned meetings with line managers to consider plans, monitor and review pupil progress, attainment and support needs

· Professional Support visits

· CPD planning meetings 

· Departmental and school reviews and extended reviews,

· HMIE and Care Commission inspections; external accreditation processes [eg NAS, CALM]
· informal feedback from colleagues and pupils
· career discussions

3.3
Self-Evaluation
It is not expected that a teacher evaluates in detail all aspects of their work against the standard statements at every review.  However, it is important that sufficient time and realistic consideration are given during the self-evaluation to ensure that genuinely significant matters - strengths and needs - are identified for further discussion.  Further advice on the key elements in this process are available in the PRD Online tool.
3.4
Thinking About What’s Going Well
Focusing on what’s going well often holds the key for further success.  When thinking of what’s going well, it will help the teacher for example to:

· Make use of feedback they have already had about their work eg from professional support visits, school reviews. HMIE etc 
· Ask a colleague who works with them regularly for some feedback eg "What one thing could I do to make my work more effective?" This can really help inform a self- evaluation.  Feedback from pupils can also help in this regard.
· Think about how their work helps develop in their pupils [and in their colleagues too]  the four capacities of a Curriculum for Excellence of successful learners, confident individuals, responsible citizens, effective contributors

The simple coding system below illustrates what to consider when evaluating more closely an aspect of the standard highlighted for review.

	Things are going well. eg I am enjoying considerable success in this aspect of my work.  I am feeling confident and effective.  My work in this area is having a positive impact.  I could share my learning in a CPD session and contribute to or lead a working group.



	I’m seeking improvement in this area; eg My experience in this area is limited.  I recognise this is an area for further development.  Success is variable and/or limited. I would like to feel more confident.  I would like to be more effective and make a greater impact. CPD is needed


3.5.1 Agreeing The Agenda
· From selected statements and their own reflective comments, the reviewee has now identified the important items for the review. 
· The document is then sent electronically to the reviewer who has the option of adding an item to the agenda.  It is important that the reviewer uses this option appropriately to ensure that an important issue is not overlooked.  While the aim is to make PRD a positive process, it must also be credible and stretch teachers to enhance their already good practice as well as address genuine development needs.
· Once the agenda is agreed, final  arrangements for review [eg date, time] should be confirmed.
4 THE REVIEW 

The review meeting represents the pivotal point of the review cycle.  It should be a positive and creative experience which leads to significant outcomes while enhancing and developing the personal and professional relationship between reviewer and reviewee.
4.1
Setting the Right Climate for the Meeting - The following factors contribute to a successful meeting:
· Freedom from interruption of any kind, eg by telephone (except in the case of a real emergency).

· Reviewer and reviewee being seated at the same level, comfortably, but in a position in which they can both take notes easily.

· Have some water/tea/coffee available.
4.2
The Review Conversation - Good practice in a review conversation includes
· The reviewee feeling comfortable with the process and able to express a range of views 
· the reviewer using a coaching approach as means of moving the review forward avoiding a directive style
· active listening from the reviewer and an openness and willingness to learn and develop from the reviewee

· constructive feedback and sharing concise summary notes which will form basis for written feedback
A successful and effective review will be
· realistic and deal with what needs to be addressed 
· constructive, focussing on what works well   It should be solution focussed and identify how things can be [even] better

· supportive, acknowledging the reviewee's contribution to the life and work of the school;

· professionally challenging and  stretching to develop their experience and expertise
· confidential -both reviewer and reviewee share the responsibility for this

· covered in the time available – normally 45-60 minutes.  If, for any reason discussion is becoming unduly prolonged, both reviewer and reviewee should agree to  continue at another suitable time as soon as possible.
4.3 
Making Notes and Summarising.  
It is important that the discussion is accurately summarised. Both reviewer and reviewee should be encouraged to make brief notes during the meeting.  A helpful technique is to pause at the end of each item on the agenda, for the reviewer to summarise the discussion which has ensued, to check for agreement and then for a brief note to be written by both reviewer and reviewee.  This has the added advantage of checking what has actually been said prior to the draft copy of the record of the meeting being prepared.  
 4.4
Writing the Feedback Report of the Review Meeting

Ideally the draft Feedback Report will be completed at the Review Meeting (This may be on paper or electronically).


Within 10 working days of the meeting, the reviewer is responsible for writing the draft report and arranging for a copy to be sent to the reviewee for comment.


It is most important that the Feedback Report does not add to the burden of paper in schools.  It does not need to be a detailed description of every aspect of the discussion but rather a concise note of factual information including:

· a summary of the discussion of each key area, noting the reviewee’s achievements, successes and professional development needs. including a list of any agreed targets 

· any other considerations
· a note of agreed learning goals and CPD needs.  These will automatically be placed on the reviewee's CPD plan.  Learning goals and CPD needs should be realistically achievable before the next review.
4.5
Agreeing the Feedback Report
On completion of the draft Report, the reviewer will send a copy to the reviewee for comment.  On receipt, the reviewee will:

· confirm the record is an accurate and acceptable Record of the Review and send by email to the reviewer.;

or

· contact
 the reviewer informally to suggest minor amendments before the final Record is signed;

or

· ask the reviewer to arrange another meeting to resolve any major difficulties or points of concern.  Assuming agreement is then reached, a revised draft will be issued for agreement and signing.

When the Record of the Review Meeting has been agreed the reviewer will arrange for two copies to be made and signed.  The reviewee will retain a copy.  The authority has an obligation to ensure confidentiality of the Record held by the reviewer and will institute procedures to that effect.  Reviewers should be meticulous in destroying all the documentation pertaining to the review process including any draft Record immediately the final Record is agreed and signed.

In the event of a disagreement which cannot be resolved at a reconvened meeting, the reviewee will have the right of appeal to the Head Teacher (or Director of Education where the Head Teacher was the reviewer).  Within seven days of the reconvened meeting, the reviewee will send the Head Teacher the draft Record with a note of the points of concern, and ask him/her to investigate the issue.  The Head Teacher will acknowledge receipt of the appeal immediately and initiate an investigation.  The outcome will be communicated to the participants in the review within a reasonable period.

Only the reviewee, the reviewer, the Head Teacher and the Director of Education [or nominee] will have the right of access to the Record of the Review Meeting.
The final version of the PRD documentation will be held on the PRD Online portal.
5 FOLLOW UP
5.1
Meeting Learning Goals and CPD Needs, 
The identified learning goals and CPD needs of the reviewee should be agreed at the time of the review and recorded in the Review Report that is held on PRD Online 
The Council and the school have the responsibility to support and facilitate fulfilment of teachers’ individual CPD needs, in the settings of the contractual requirement of 25 hours of CPD annually and of CPD activities within schools’ Working Time Agreements and INSET days, as appropriate.  Within that context each teacher is responsible for achieving their individual learning goals and progressing their CPD plan within the agreed timescale.  In practice this may well involve finding appropriate CPD through CPD Online or becoming involved in school, cluster or local authority working groups. In some instances, the reviewer or school CPD co-ordinator may take the responsibility for meeting a particular need, for example, assisting the reviewee to set up a visit to another educational establishment in the area or acting as a “critical friend”.  Other identified needs such as undertaking an award bearing course can be discussed with the Educational Development Service.

There are helpful examples of different types of appropriate CPD identified in the Leadership for Learning Strategy [2007, Dundee City Council] and Planning Your CPD: A Guide [2003, Dundee City Council]. 
The reviewee should ensure that his/her individual Record of Professional Development Activities is kept up-to-date.
5.2
Recording Professional Learning 
As targets are addressed and met and CPD is undertaken, the PRD record should be regularly updated.  The key question to be asked as teachers address their targets is "What have I learned?". 

Approximately two months before the next annual review, teachers and reviewers will receive an automatic email reminder.  Teachers should then review their learning and prepare a progress report which will be considered in the next annual review along with other key areas of the SFR.

6 FREQUENTLY ASKED QUESTIONS ABOUT PRD
6.1 Is PRD a process for assessing a teacher’s competence?

No.  PRD is a professional development process, not an appraisal process.  It cannot and should not be used to seek to assess competence.

The GTCS identifies the Standard for Full registration [SFR] as the basis for dealing with matters of competence and this has been incorporated into local arrangements through the agreed disciplinary procedures in Circular DNCT/2.  While the new PRD procedures utilise the same Standard, the two procedures are clearly distinct in process and purpose.

Where a manager has concerns about the competence of a teacher then these should be raised as they arise.  Where these concerns become more serious or persistent then these should be addressed under the separate procedure designed for that purpose.  That process will normally include regular monitoring meetings and a number of clear targets for improvement. 

Where competence matters are being actively taken forward, it may be that a PRD review meeting is not appropriate at that time.  While PRD aims to be a positive and supportive experience, it is important that it should not conflict with or compromise arrangements to address ongoing and serious areas of concern about competence.

6.2 Should we use levels as in HGIOS 3?

The key to a helpful review lies in the quality of the conversation and the feedback given to the teacher.  Our CPD team working with probationer teachers has successfully developed a system of descriptive feedback.  The purpose of this approach is to build into feedback a very rich descriptive picture that builds self-awareness and supports teachers in their own self-evaluation.  
No benefit would accrue from giving grades or levels of performance.  The emphasis is on helping a teacher consider what s/he can do differently to become even better, rather than fixing the teacher at a particular level on a scale.  This approach complements very well work being done in coaching and mentoring, in the LTID approach of learning partners and also in the use of Solution Focussed approaches which has been well developed in schools by DEPS over a number of years.

For this reason, no grades or levels should be used in the PRD process.   This would not compromise well accepted and helpful arrangements for the use of HGIOS levels in the self-evaluation of schools and departments.

6.3
How can I get training in the new PRD arrangements and coaching?
The revised arrangements for PRD will be supported with a training programme for both reviewers and reviewees to include

· awareness raising of revised arrangements

· familiarisation with the online tool
· a short practical activities to highlight a coaching approach.

A training programme will be delivered though:
· school based CPD 

· ongoing training advertised through CPD Online at EDS 
· training of trainers model followed by a cascade approach
· a stand alone training pack to illustrate key elements of the revised arrangements.
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