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	Competency Procedure for Teaching Staff 

	
	Operational guidelines


INTRODUCTION

Dealing with teachers who are not performing as well as they could is not an easy process.  However, there are benefits for the pupils, other teachers and the teacher concerned in doing so.

It is essential that throughout the procedure written evidence is gathered to support decisions on areas of concern and on the support provided to teachers to address these concerns.

These guidelines have been produced to assist managers in dealing with these issues and must be read in conjunction with the Competency Procedure for Teaching Staff.

1 BEFORE YOU START
Before an issue of competence is raised formally with a teacher, the school should have ensured that all teaching staff have access to the relevant resources, understands policies and has had clear expectations for some time.

Once it has been identified that a problem exists, it should be defined in relation to the Standards for Full Registration (SFR).  It is acknowledged that this is a detailed document and should not be applied with rigorous prescription.  In this context, the main areas under the SFR are:


Planning


Communication


Differentiation


Safe, orderly classroom


Fair & consistent behaviour management


Assessment recording and reporting

Curriculum and subject knowledge
The following questions may assist:

Is there an absence of planning?


Can the teacher justify what he/she is teaching?


Do pupils understand what they are required to do?


How does the teacher check pupils’ understanding?


What differentiation is taking place in the class?


Is the teacher following school policies?


Is feedback given to pupils?

2 EVIDENCE GATHERING

Evidence of under performance may come from a variety of sources.  It is important that any evidence is discussed with the teacher and recorded in writing.  The teacher should also be made aware of how this evidence relates to the SFR.

A number of areas of teaching practice can be subjective.  The evidence should show that all decisions have a firm basis and are being made in as objective a manner as possible.

3 THE ACTION PLAN
When issues of incompetence are first raised with a teacher under this procedure an Action Plan should be developed which details:


1.  The area(s) of concern


2.  The evidence to support this


3.  Support agreed


4.  How progress will be measured


5.  The expected outcome.

An exemplar is included at Form 1 within this pack to assist you, and it is also advisable to seek advice from your Education Officer in compiling the plan.

Where possible, the teachers who are subject to review should take an active part in seeking support for areas where they know they are not giving of their best.  A good way to start their thinking is by using the GTC self evaluation sheet – however, it is recognised that teachers are required to be reflective practitioners and may have other ways of identifying areas of concern.

4 REVIEW MEETINGS
These are the formal meetings that decide whether issues of under performance have been resolved or still require to be addressed.  The teacher should be notified of the meeting in advance and be made aware of his/her right to be accompanied.
At the meeting a report should be presented by the relevant officer outlining the evidence which has been gathered showing the areas of concern, the support which has been given and the progress that has been made.
The teacher, or his/her representative, will then have the opportunity to question any of the evidence presented.  The chair, and HR representative, will also have the opportunity to question the evidence presented.

The teacher and/or his/her representative will then present any evidence, or mitigating circumstances.  The presenting officer, chair and HR representative will have the chance to question the teacher’s presentation.
The chair will then adjourn to consider the evidence present and consult with the HR representative, if appropriate.  All parties will then be recalled and the chair will give their decision and any action to be taken.  The teacher will be given an explanation for that action.
 5 DECISION MAKING

It is important that the decisions made throughout the Competency Procedure are made with as much information to hand as possible.  The decisions can have a major impact on the individual’s life, so should not be taken lightly.

There are three possible decisions at each stage.

Outcome 1:
Where improvements have been achieved to the required standard, no further action will be taken.  The proceedings will be deemed to be complete.

It is important that when this decision is taken, the teacher is encouraged to continue teaching to the best of their ability and not to slip back to a situation where they are not performing satisfactorily. 
Outcome 2:

In cases where the performance of the teacher has improved significantly during the review period but some areas have not reached the required standard consideration can be given to extending the review period.  This will allow a further period for the teacher to reach the required standard.  Only one extension of the review period can be granted before a final decision on how to progress the performance issue.

This should not be seen as the easy option.  As only one extension can be granted, this option should only be used when there is a reasonable chance of sufficient progress being made within the extension period.  If the evidence suggests this is unlikely, the decision should be to progress to the next stage.  It is important that the Action Plan is updated if this outcome is decided upon.
Outcome 3:

Where improvements have not been achieved to the standard required the teacher will be advised that the matter will be progressed under the next stage of the procedure.

If this is the outcome, the teacher should be informed of what they are required to do to meet the standard and the support that will be provided to them during the next period.

6 INTERIM PROGRESS MEETINGS

At each stage of the procedure a number of progress meetings will require to be held with the teacher.  These should be as informal as possible and should allow open discussion of progress, areas of concern and support to be provided as stated in the Action Plan.
7 SUPPORT FOR EMPLOYEES
The principle of the policy is to provide the teacher with all possible support to allow the teacher opportunities to improve their practice.  As such all reasonable requests for support from the teacher should be considered as sympathetically as possible.
Examples of support which could be offered are:

Classroom observations – in line with the policy on classroom observation
Observation of other teachers
Team teaching

Input from a subject specialist (either within school or using the QIN)
Show examples of best practice

Clarification of policies and procedures
CPD courses

Additional resources

Peer support
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	Competency Procedure for Teaching Staff 

	
	Letters and Forms


	Let 1
	Initial notification of Competency procedure

	Let 2
	Invite to Stage 1 Competency Review

	Let 3
	Stage 1 Outcome – Satisfactory

	Let 4
	Stage 1 Outcome – Extension required

	Let 5
	Stage 1 Outcome – Progress to Stage 2

	Let 6
	Invite to Stage 2 Competency Review

	Let 7
	Stage 2 Outcome – Satisfactory

	Let 8
	Stage 2 Outcome – Extension required

	Let 9
	Stage 2 Outcome – Progress to Stage 3

	Let 10
	Invite to Stage 3 Competency Hearing

	Let 11
	Stage 3 Outcome – Satisfactory

	Let 12
	Stage 3 Outcome – Extension required

	Let 13
	Stage 3 Outcome - Dismissal

	Form 1
	Action Plan

	Form 2
	Review Meeting record

	Form 3
	Classroom observation record

	Form 4
	Self Evaluation record

	Form 5
	Report for progress to Stage 2

	Form 6
	Report for progress to Stage 3


These forms are provided to assist schools in providing the required information.  Some schools may have already developed their own forms which will be acceptable, providing they give sufficient information to support the decision making process.

FIRST CLASS

	PRIVATE & CONFIDENTIAL

<NAME>

<ADDRESS>
	Direct Line - 


	
	


	
	

	
	Email – 

	
	

	
	Our ref:


	
	

	
	Date: 


Dear <NAME>,

COMPETENCY PROCEDURE

I refer to our recent meeting on <DATE> where I confirmed that I was concerned about your standards of teaching.

As advised at the meeting, Fife Council has a policy on supporting teachers to deal with any competency issues as they arise.  I enclose a copy of the procedure which will be used to deal with the issues we discussed.

A copy of the Action Plan giving you detailed information on the area(s) of concern and the measures that have been agreed to support you in trying to improve your teaching practice is also enclosed.  This will be used to help assess progress during the interim progress meetings and at the Competency Review Meeting.

It is understood that this can be a stressful situation.  Fife Council has a counseling service that you may find beneficial.  The Counselling Service Helpline can be accessed on 0800 389 7851.

Yours sincerely

<NAME>

HEADTEACHER
Enc:
Competency Procedure


Action Plan

cc:
HR


TU Rep


Senior Colleague

FIRST CLASS

	PRIVATE & CONFIDENTIAL

<NAME>

<ADDRESS>
	Direct Line - 


	
	


	
	

	
	Email – 

	
	

	
	Our ref:


	
	

	
	Date: 


Dear <NAME>,

STAGE 1 COMPETENCY REVIEW MEETING 
I am writing to tell you that you are required to attend a Competency Review Meeting on <DATE> at <TIME>, which is to be held in <PLACE>.

At this meeting the question of your Competence will be discussed in line with your Action Plan and the support you have received.
I will be chairing the hearing, accompanied by <NAME>, HR Adviser.  <SNR COLLEAGUE> will attend to provide information about your teaching and the support you have received.
You have the right to be accompanied by a Trade Union representative or some other person of your choice.  If you wish to present any written evidence, please supply this at least 24 hours before the meeting. 

If you are unable to attend this meeting, please contact me, on receipt of this letter, to arrange a suitable date. 

Yours sincerely

<NAME>
HEADTEACHER
cc:
HR

TU Rep

Senior Colleague
FIRST CLASS

	PRIVATE & CONFIDENTIAL

<NAME>

<ADDRESS>
	Direct Line - 


	
	


	
	

	
	Email – 

	
	

	
	Our ref:


	
	

	
	Date: 


Dear <NAME>,

STAGE 1 COMPETENCY REVIEW MEETING OUTCOME
I am writing to confirm my decision following the above meeting held in <PLACE> on <DATE>.

You were represented at the meeting by <REP> and <SNR COLLEAGUE> was present as the Reviewing Officer.  <HR>, HR Adviser, was also present to advise me. 

The purpose of the meeting was to determine whether concerns remained over your Competence to teach in relation to the following areas:

<INSERT SFR AREAS>
Having considered the information presented at the meeting I concluded that you have accepted the support offered to you and I am now satisfied that your practice is at an acceptable level.
Yours sincerely

<NAME>
HEADTEACHER
Enc:
Note of Meeting
cc: 
Education Officer

HR


TU Rep

FIRST CLASS

	PRIVATE & CONFIDENTIAL

<NAME>

<ADDRESS>
	Direct Line - 


	
	


	
	

	
	Email – 

	
	

	
	Our ref:


	
	

	
	Date: 


Dear <NAME>,

STAGE 1 COMPETENCY REVIEW MEETING OUTCOME
I am writing to confirm my decision following the above meeting held in <PLACE> on <DATE>.

You were represented at the meeting by <REP> and <SNR COLLEAGUE> was present as the Reviewing Officer.  <HR>, HR Adviser, was also present to advise me. 

The purpose of the meeting was to determine whether concerns remained over your Competence to teach in relation to the following areas:

<INSERT SFR AREAS>
Having considered the information presented at the meeting I concluded that you have made progress, however, I still have concerns over your practice in relation to:

<INSERT SFR AREAS>

It is my decision that you should be offered further period of support and that the competency review meeting be reconvened on <DATE>.

I enclose a copy of the Action Plan detailing the progress and support which should be in place before the reconvened meeting.
Yours sincerely

<NAME>
HEADTEACHER
Enc: 
Action Plan


Note of Meeting
cc: 
Education Officer

HR

TU Rep
FIRST CLASS
	PRIVATE & CONFIDENTIAL

<NAME>

<ADDRESS>
	Direct Line - 


	
	


	
	

	
	Email – 

	
	

	
	Our ref:


	
	

	
	Date: 


Dear <NAME>,

STAGE 1 COMPETENCY REVIEW MEETING OUTCOME
I am writing to confirm my decision following the above meeting held in <PLACE> on <DATE>.

You were represented at the meeting by <REP> and <SNR COLLEAGUE> was present as the Reviewing Officer.  <HR>, HR Adviser, was also present to advise me. 

The purpose of the meeting was to determine whether concerns remained over your Competence to teach in relation to the following areas:

<INSERT SFR AREAS>
Having considered the information presented at the meeting I concluded I still have concerns over your practice in relation to:

<INSERT SFR AREAS>

It is my decision that you should now be given a further opportunity to improve under Stage 2 of the procedure.
I enclose a copy of my reasons for progressing to Stage 2 and the Action Plan for the next stage.  You have been issued with a copy of the Competency Procedure for Teaching Staff previously, but further copies can be obtained from FISH.
Yours sincerely

<NAME>
HEADTEACHER
Enc: 
Progress Report


Action Plan


Note of Meeting

cc: 
Education Officer


HR


TU Rep

FIRST CLASS

	PRIVATE & CONFIDENTIAL

<NAME>

<ADDRESS>
	Direct Line - 


	
	


	
	

	
	Email – 

	
	

	
	Our ref:


	
	

	
	Date: 


Dear <NAME>,

STAGE 2 COMPETENCY REVIEW MEETING

I am writing to tell you that you are required to attend a Competency Review Meeting on <DATE> at <TIME>, which is to be held in <PLACE>.

At this meeting the question of your Competence will be discussed in line with your Action Plan and the support you have received.

I will be chairing the hearing, accompanied by <NAME>, HR Adviser.  <HT> will attend to provide information about your teaching and the support you have received.
You have the right to be accompanied by a Trade Union representative or some other person of your choice.  If you wish to present any written evidence, please supply this at least 24 hours before the meeting. 

If you are unable to attend this meeting, please contact me, on receipt of this letter, to arrange a suitable date. 

Yours sincerely

<NAME>

EDUCATION OFFICER
cc:
HR


TU Rep

Headteacher
FIRST CLASS

	PRIVATE & CONFIDENTIAL

<NAME>

<ADDRESS>
	Direct Line - 


	
	


	
	

	
	Email – 

	
	

	
	Our ref:


	
	

	
	Date: 


Dear <NAME>,

STAGE 2 COMPETENCY REVIEW MEETING OUTCOME
I am writing to confirm my decision following the above meeting held in <PLACE> on <DATE>.

You were represented at the meeting by <REP> and <HT> was present as the Reviewing Officer.  <HR>, HR Adviser, was also present to advise me. 

The purpose of the meeting was to determine whether concerns remained over your Competence to teach in relation to the following areas:

<INSERT SFR AREAS>
Having considered the information presented at the meeting I concluded that you have accepted the support offered to you and I am now satisfied that your practice is at an acceptable level.
Yours sincerely

<NAME>
EDUCATION OFFICER
Enc:
Note of Meeting
cc: 
Senior Manager

HR

TU Rep

FIRST CLASS

	PRIVATE & CONFIDENTIAL

<NAME>

<ADDRESS>
	Direct Line - 


	
	


	
	

	
	Email – 

	
	

	
	Our ref:


	
	

	
	Date: 


Dear <NAME>,

STAGE 2 COMPETENCY REVIEW MEETING OUTCOME
I am writing to confirm my decision following the above meeting held in <PLACE> on <DATE>.

You were represented at the meeting by <REP> and <HT> was present as the Reviewing Officer.  <HR>, HR Adviser, was also present to advise me. 

The purpose of the meeting was to determine whether concerns remained over your Competence to teach in relation to the following areas:

<INSERT SFR AREAS>
Having considered the information presented at the meeting I concluded that you have made progress, however, I still have concerns over your practice in relation to:

<INSERT SFR AREAS>

It is my decision that you should be offered further period of support and that the competency review meeting be reconvened on <DATE>.

I enclose a copy of the Action Plan detailing the progress and support which should be in place before the reconvened meeting.
Yours sincerely

<NAME>
EDUCATION OFFICER
Enc: 
Action Plan


Note of Meeting

cc: 
Senior Manager


HR

TU Rep
FIRST CLASS
	PRIVATE & CONFIDENTIAL

<NAME>

<ADDRESS>
	Direct Line - 


	
	


	
	

	
	Email – 

	
	

	
	Our ref:


	
	

	
	Date: 


Dear <NAME>,

STAGE 2 COMPETENCY REVIEW MEETING OUTCOME
I am writing to confirm my decision following the above meeting held in <PLACE> on <DATE>.

You were represented at the meeting by <REP> and <HT> was present as the Reviewing Officer.  <HR>, HR Adviser, was also present to advise me. 

The purpose of the meeting was to determine whether concerns remained over your Competence to teach in relation to the following areas:

<INSERT SFR AREAS>
Having considered the information presented at the meeting I concluded I still have concerns over your practice in relation to:

<INSERT SFR AREAS>

It is my decision that a formal Competency Hearing should be convened by the Executive Director of Education.  You should be aware that this is a serious step which may result in your dismissal on the grounds of competence.  Should such a decision be taken, the Council is obliged to refer the matter to the General Teaching Council for Scotland.
I enclose a copy of my reasons for progressing to Stage 3 and Action Plan for the coming few weeks before the Competency Hearing is convened.  You have been issued with a copy of the Competency Procedure for Teaching Staff previously, but further copies can be obtained from FISH.
Yours sincerely

<NAME>
EDUCATION OFFICER
Enc: 
Progress Report


Action Plan


Note of Meeting

cc: 
Senior Manager

HR

TU Rep
FIRST CLASS

	PRIVATE & CONFIDENTIAL

<NAME>

<ADDRESS>
	Direct Line - 


	
	


	
	

	
	Email – 

	
	

	
	Our ref:


	
	

	
	Date: 


Dear <NAME>,

STAGE 3 COMPETENCY HEARING
Further to <EDUCATION OFFICER> letter of <DATE> I am writing to confirm that you are required to attend a Competency Hearing.
At this meeting the question of your Competence will be discussed in line with your Action Plan and the support you have received.  You should be aware that this may lead to a decision being made about your continuing employment.
The hearing will be chaired by me and will be held on <DATE> at <TIME> in Rothesay House (5th Floor), Glenrothes.  I will be advised by <HR> HR.  <EDUCATION OFFICER>, supported by <HT> will present the facts of the case, including information on your teaching and the support you have received.
You have the right to be accompanied by a Trade Union representative or some other person of your choice.  If you wish to present any written evidence, please supply this at least 24 hours before the meeting. 

If you are unable to attend this meeting, please contact me, on receipt of this letter, to arrange a suitable date. 

Yours sincerely

Ken Greer

EXECUTIVE DIRECTOR
cc:
HR


TU Rep

Education Officer


Headteacher
FIRST CLASS

	PRIVATE & CONFIDENTIAL

<NAME>

<ADDRESS>
	Direct Line - 


	
	


	
	

	
	Email – 

	
	

	
	Our ref:


	
	

	
	Date: 


Dear <NAME>,

STAGE 3 COMPETENCY HEARING OUTCOME
I am writing to confirm my decision following the above meeting held in <PLACE> on <DATE>.

You were represented at the meeting by <REP>.  <EO> and <HT> were present as the Reviewing Officers.  <HR>, HR Adviser, was also present to advise me. 

The purpose of the meeting was to determine whether concerns remained over your Competence to teach in relation to the following areas:

<INSERT SFR AREAS>
Having considered the information presented at the meeting I concluded that you have accepted the support offered to you and I am now satisfied that your practice is at an acceptable level.
Yours sincerely

Ken Greer
EXECUTIVE DIRECTOR

Enc:
Note of Hearing
cc: 
HR
TU Rep

FIRST CLASS

	PRIVATE & CONFIDENTIAL

<NAME>

<ADDRESS>
	Direct Line - 


	
	


	
	

	
	Email – 

	
	

	
	Our ref:


	
	

	
	Date: 


Dear <NAME>,

STAGE 3 COMPETENCY HEARING OUTCOME
I am writing to confirm my decision following the above meeting held in <PLACE> on <DATE>.

You were represented at the meeting by <REP>.  <EO> and <HT> were present as the Reviewing Officers.  <HR>, HR Adviser, was also present to advise me. 

The purpose of the meeting was to determine whether concerns remained over your Competence to teach in relation to the following areas:

<INSERT SFR AREAS>
Having considered the information presented at the meeting I concluded that you have made progress, however, I still have concerns over your practice in relation to:

<INSERT SFR AREAS>

It is my decision that you should be offered further period of support and that the competency hearing be reconvened on <DATE>.

I enclose a copy of the Action Plan detailing the progress and support which should be in place before the reconvened hearing.
Yours sincerely

Ken Greer
EXECUTIVE DIRECTOR
Enc: 
Action Plan


Note of Hearing

cc: 
HR

TU Rep
FIRST CLASS
	PRIVATE & CONFIDENTIAL

<NAME>

<ADDRESS>
	Direct Line - 


	
	


	
	

	
	Email – 

	
	

	
	Our ref:


	
	

	
	Date: 


Dear <NAME>,

STAGE 3 COMPETENCY HEARING OUTCOME
I am writing to confirm my decision following the above meeting held in <PLACE> on <DATE>.

You were represented at the meeting by <REP>.  <EO> and <HT> were present as the Reviewing Officers.  <HR>, HR Adviser, was also present to advise me. 

The purpose of the meeting was to determine whether concerns remained over your Competence to teach in relation to the following areas:

<INSERT SFR AREAS>
Having considered the information presented at the meeting I concluded I still have concerns over your practice in relation to:

<INSERT SFR AREAS>

It is my decision that you have failed to improve your practice to a satisfactory level and I cannot allow you to continue to teach.  As a result your contract will be terminated from <DATE OF HEARING>.  You are entitled to <WKS> weeks notice and this will be paid in your final salary on <DATE>.
I will also be sending a report to the GTCS advising them of my decision and recommending that your registration as a teacher is reviewed.  The GTCS will deal with the matter under their Code of Practice on the Exercise of its Disciplinary Functions and in the conduct, Competence and Disciplinary Rules.  The GTCS will write to you to advise you further.
I enclose a copy of my reasons for dismissal and a note of the hearing.
You have the right to appeal against my decision.  Any such appeal should be submitted to Executive Director of Performance & Organisational Support within 10 days of receipt of this letter.
Yours sincerely

Ken Greer
EXECUTIVE DIRECTOR
Enc: 
Capability Report

Note of Hearing

cc: 
HR


TU Rep

ACTION PLAN

Name ______________________
School ​​​​​​​​​​​​​​​​​​​​​​​​​​​________________________________ 
Stage/Dept _________________

	Area of Competence (from SFR)
	Evidence of Underperformance
	Support Agreed
	Measure of Assessing Progress (How will it be measured?)
	Outcome

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Teacher agreed 
__________________


Supporter agreed
______________________

Date


__________________


Date


______________________

ACTION PLAN (EXEMPLAR)
Name ______________________
School ​​​​​​​​​​​​​​​​​​​​​​​​​​​________________________________ 
Stage/Dept _________________

	Area of Competence (from SFR)
	Evidence of Underperformance
	Support Agreed
	Measure of Assessing Progress (How will it be measured?)
	Outcome

	EXAMPLE
	Planning (2.1.1)
	· Failure to provide evidence of planning
· Plan lacks clarity
· Plan not coherent
	· Provide examples of good practice
· Provide planning support (peer support)

· CPD course
	Based on agreed example:
· HT/Senior colleague scrutiny of plans

· Further scrutiny by ‘objective’ person
	· Plan to be submitted on time.
· Scrutiny of plans shows improvement.

	EXAMPLE


	Behaviour Management (2.2.2)
	· Disturbance to other classes

· Level of complaints from staff, pupils and parents
· Informal observations
· Underperformance by individual pupils
· Poor behaviour
	· Clarify expectations of school policy
· Appropriate CPD

· Observe other teachers

· Additional Classroom assistant time
	Based on good practice framework & school policy:
· Attainment 

· Level of complaints
· Formal observation by senior colleague & other
	· Attainment increases
· Level of complaints decreases

· Observation sessions show improvement

	EXAMPLE
	Planning (2.1.1)
	· Failure to provide plan within agreed timescale
· Plan lacks clarity
· Plan not coherent
	· Mr Jones to provide examples of good practice
· Mrs Smith to provide peer support

· Introduction to Personal Learning Plans course
	Based on agreed example:

· HT/Senior colleague scrutiny of plans

· Further scrutiny by ‘objective’ person
	· Term plan submitted by 15th September

· Weekly plans to be scrutinised by HT/Lead for weeks 2,4 & 5 of term

· Weekly plans scrutinised by another DHT for weeks 3 & 6 of term

	EXAMPLE


	Behaviour Management (2.2.2)
	· Disturbance to other classes

· Level of complaints from staff, pupils and parents
· Informal observations
· Underperformance by individual pupils
· Poor behaviour
	· Meet with Mr McLeod to clarify school policy
· Assertiveness skills course
· Observe Mr Adams’ teaching S3 class
· Classroom assistant to help with S2 classes
	Based on good practice framework & school policy:

· Attainment increases

· Level of complaints drop

· Formal observation by senior colleague & other
	· 10% improvement in overall attainment within classes

· No more than 3 complaints for the fortnight 1-12 October

· Observation by HT 20/9 period 3, 25/9 period 6.

· Observation by EO 1/10 period 2


Teacher agreed 
__________________


Supporter agreed
______________________
Date


__________________


Date


______________________

REVIEW MEETING RECORD

Teachers’ Name 






Date of Meeting 



	Area of Competence
	Progress Made
	Comments from Teacher
	Comments from Supporter

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Other comments:



Teacher
__________________________

Supporter 
________________________

Date

__________________________

Date

________________________

CLASSROOM OBSERVATION RECORD

Teacher
_____________________

Observer
__________________________

Class

___________
No of Pupils
_________

Date ________________

Purpose of Lesson __________________________________________________________
	Areas being Assessed:



	Description of Lesson: 


	Areas of Strength:



	Areas for Development:



	Other Comments:




Meeting to discuss observation held on ___________________________________

I confirm that this is an accurate report on the lesson I observed.

Observer 
_______________________

Date

___________________

I understand the comments made by the observer.

Teacher
_______________________

Date

___________________

Self-Evaluation Overview
	
	Strengths
	Resulting Development Priority

	
	
	High
	Med
	Low
	Ongoing

	Professional Skills and Abilities

	Teaching and Learning:

	are able to plan coherent, progressive and stimulating teaching programmes which match their pupils; needs and abilities, and they can justify what they teach


	
	
	
	
	

	communicate clearly making skilful use of a variety of media, and interact productively with pupils, individually and collectively

	
	
	
	
	

	use a range of teaching strategies and resources which they can evaluate and justify in terms of curriculum requirements and of the needs and abilities of their pupils

	
	
	
	
	

	set and maintain expectations and pace of work for all pupils

	
	
	
	
	

	work co-operatively with other professionals, staff and parents

	
	
	
	
	

	Classroom Organisation and Management

	organise and manage classes and resources to achieve safe, orderly and purposeful activity

	
	
	
	
	

	manage pupil behaviour and classroom incidents fairly, sensitively and consistently, making sensible use of rewards and sanctions, and seeking and using the advice of colleagues when necessary

	
	
	
	
	

	Assessment of Pupils

	understand and apply the principles of assessment, recording and reporting

	
	
	
	
	

	use the results of assessment to evaluate and improve their teaching, and the learning and attainment of the children they teach

	
	
	
	
	

	Professional Reflection and Communication:

	learn from their experience of practice and from critical evaluation of relevant literature in their professional development

	
	
	
	
	

	convey an understanding of practice and general educational matters in their professional dialogue and communication

	
	
	
	
	

	reflect on and act to improve their own professional practice, contribute to their own professional development, and engage in the process of curriculum development

	
	
	
	
	


	Professional Knowledge and Understanding

	Curriculum:

	have detailed knowledge and understanding of the relevant areas of the pre-school, primary or secondary school curriculum

	
	
	
	
	

	have sufficient knowledge and understanding to fulfil their responsibilities for cross-curricular themes including citizenship, creativity, enterprising attitudes, literacy and numeracy; personal, social and health education; and ICT.  (As appropriate to the sector and stage of development)

	
	
	
	
	

	demonstrate the knowledge and understanding to enable them to plan coherent and progressive teaching programmes, and justify what they teach

	
	
	
	
	

	understand the nature of the curriculum and its development

	
	
	
	
	

	Education Systems and Professional Responsibilities:

	have a broad, critical understanding of the principal features of the education system, educational policy and practice, and of their part in it

	
	
	
	
	

	have detailed working knowledge of their sector, of the school(s) in which they teach, and of their professional responsibilities within them

	
	
	
	
	

	Principles and Perspectives:

	articulate their professional values and practices and relate them to theoretical principles and perspectives

	
	
	
	
	

	have research-based knowledge relating to learning and teaching and a critical appreciation of the contribution of research to education in general

	
	
	
	
	

	Professional Values and Personal Commitment

	show in their day-to-day practice a commitment to social justice, inclusion and caring for and protecting children

	
	
	
	
	

	take responsibility for their professional learning and development

	
	
	
	
	

	value, respect and are active partners in the communities in which they work

	
	
	
	
	


REPORT FOR PROGRESS TO STAGE 2
Teacher Name ______________________________

Position 
___________________

School
_________________________

	Areas of Concern: (From SFR)



	Evidence of Underperformance:


	Support Provided to date:


	Evidence of Progress:


	Comments from Teacher:



	Other considerations:




Bases on the information above, it is my decision that this case should be progressed to Stage 2 of the Competency Procedure for Teachers.

Signed 
________________________________

Date
_______________________



(Headteacher)

Once complete, this form should be given to the Teacher along with the revised Action Plan.  It should also be sent to your Education Officer.

REPORT FOR PROGRESS TO STAGE 3

Teacher Name ______________________________

Position 
___________________

School
_________________________

	Areas of Concern: (From SFR)



	Evidence of Underperformance:



	Support Provided to date:



	Evidence of Progress:



	Comments from Teacher:



	Other considerations:




Bases on the information above, it is my decision that this case should be progressed to Stage 3 of the Competency Procedure for Teachers.

Signed 
________________________________

Date
_______________________



(Education Officer)
Once complete, this form should be given to the Teacher along with the revised Action Plan.  It should also be sent to the Executive Director as a matter of urgency.
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