
COUNCIL FOR DANCE EDUCATION AND TRAINING

Staff Appraisal Procedure Guidelines

For CDET’s Recognised Awards

The guidelines below for a Staff Appraisal Procedure are designed to support those who hold the CDET’s Recognised School Award.  The guidelines may also be used as guidance for those applying for an Award and content provided may be amended to suit the needs of individual applicants. Please note that this is a guidance document and has no legal standing of its own. 
A written Staff Appraisal Procedure should be delivered and managed by the Principal of a CDET Recognised School and utilised in relation to employed teaching staff who work at the organisation.

All operational policies, procedures, resources and facilities remain the responsibility of the Recognised Award member. The original of this policy can be found on the CDET website.
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Introduction

Full staff appraisals in an education institution would normally take place once a year over a period of four weeks and be supported by a mid-year review. This type of procedure, for fulltime members of staff working in an educational setting, is set out below. A pre-vocational or non-vocational dance or musical theatre school would not need to use as elaborate a process as this. Instead, by using this model as a template, the school can design its own appraisal procedure to suit its needs. The model below can be used simply as a point of reference. 

The example appraisal model has been divided into two sections. The first part details the type of questions you may feel are relevant to ask your staff in an appraisal. These questions are not definitive, so if you feel they are not relevant you may take them out or reword them to suit a specific purpose. The second part is an example of how to evaluate the information you receive from the person being appraised. Again this should be modified depending on the discussion points during the appraisal.

Essentially the staff appraisal is an opportunity for teachers to reflect upon their own practice in the light of the needs of their students and the schools in which they work; and for Principals of schools to consider and address the support and staff development needs of their members of staff. 

Common full appraisal model:

1. A date for the appraisal interview will be agreed between the appraiser and the appraisee;

2. The appraisee will receive the appraisal form at least fourteen days prior to the appraisal interview;

3. The appraisee will complete and take a copy of the form and return it to the appraiser at least seven days prior to the appraisal interview;

4. In the appraisal interview, a review of practice since the last appraisal and forward planning for the following year will take place;

5. Within 2 working days of the interview, the appraiser will complete part 2 of the form, sign it and return it to the appraisee;

6. If the appraisee agrees the completed part 2 to be an accurate record of the interview, s/he will sign it within 2 working days of having received it, a copy will be given to the appraisee and also kept in the employee’s file; should there not be agreement on the record of the interview, a further meeting shall take place between appraiser and appraisee to clarify areas of misunderstanding; 

7. A date for a mid-year review interview, approximately 6 months after the appraisal, shall be agreed during the full appraisal interview;

8. The appraisee and the appraiser are equally responsible for ensuring all resulting initiatives are implemented as agreed. 

AN EXAMPLE APPRAISAL FORM
	Name of Appraisee 


	

	Name of Appraiser


	

	Date of Appraisal


	


	Part 1

	This section is to be completed by the appraisee prior to attending the appraisal interview.



	1
	What do you see as your specific responsibilities at this school?

	
	

	2
	How do these differ from the responsibilities outlined in your job description?

	
	

	3
	If there are differences, have these been formalised by an amendment to your job description or contract?

	
	

	4
	How well do you feel you have carried out your responsibilities since you joined the school or since your last review or appraisal?

	
	

	5
	What have been your particular achievements since you joined the school or since your last review or appraisal?

	
	


	6
	What could you have done better since your last review or appraisal? Are there opportunities you have missed?

	
	

	7
	Please state any organisational changes you feel would enhance your performance.

	
	

	8
	Please state any other ways in which you feel your performance could be improved.

	
	

	9
	List any courses, seminars or other staff-development activities you attended last year. State the ways in which they have enhanced your work.

	
	

	10
	Describe the ways in which you would like to see your career develop within this school over the next twelve months

	
	

	11
	List the ways in which this school could make fuller use of your expertise and potential.

	
	

	12
	List what you consider to be your staff-development needs over the next twelve months.

	
	

	13
	List any issues you would like to discuss at appraisal that are not addressed by this document.

	
	


	Part 2 – Planning for the Future

	In this section the appraiser will summarise the appraisal interview and identify areas of strength and for development referring to question numbers where appropriate. Any proposed staff-development initiatives will be identified here.



	Appraisee’s Name:


	

	

	Signature appraisee


	
	Date
	

	Signature appraiser


	
	Date
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