Teacher Personal Plan

Introduction

The purpose of this plan is to document your performance objectives and development goals for
the current year. Your personal plan should be completed and signed off by both your Appraiser
and your school Principal no later than 28th February each year. This plan also provides space
for you and your Appraiser to record progress notes of your progress against your objectives —
this should be done mi-year and then again at the end of the year. Your final assessment is to be
forwarded to your Principal no later than the 30th November.

Instructions for completing your Personal Plan can be found in your copy of the Teachers’
Performance Development System Handbook. A copy of this form can also be downloaded from
the Ministry of Education web site if you wish to complete it electronically.

Please note that this form is used for recording your Personal Plan at the beginning of the year,
recording your progress during the year, and for your end of year assessment. You are
responsible for keeping the original copy of this form during the year and ensuring your
Appraiser has a copy.

Personal Details

Name:
Christian Name(s) Surname
School: Subject Areas (Secondary)
Year/Levels (Primary) Principal:
Supervisory Appraiser: Peer Appraiser:
(Development Plan Only)

General Guidance

Completion of your Personal Plan requires that you reflect on your teaching experience openly
and honestly. If you have been teaching for a number of years - you will probably have some
successes and some lessons learnt to reflect on. It is important that you take time to think
carefully about how you can develop your teaching practice so that you are best able to
contribute to the Cook Islands Education Master Plan.

The order suggested for developing your personal plan is as follows:

1. Listyour key tasks - these are three tasks drawn from your position description that
you and your Supervisor/Appraiser have agreed are the areas of priority for you to
focus on. Completing this section also requires that you identify two - three Professional
Dimensions and Standards that you will aim to demonstrate in completing each of the
tasks.

2. Develop your merit objectives - these are two objectives aligned to the achievement of
the School Plan. You will need to review the School Plan first to determine two areas
that you will aim to make a significant contribution towards and then develop a SMART
objective for each. Completing this section also requires that you identify two - three
Professional Dimensions and Standards that you will aim to demonstrate in achieving
each of your objectives.



3. Draw up your development plan - having identified your key tasks and merit
objectives, together with the Professional Dimensions and Standards you aim to
demonstrate, consider your development needs for the coming year - you should also
review your last year’s final appraisal to check areas suggested for future development.
You are expected to identify two areas for development that will assist you in
developing both the breadth and depth of your teaching practice.

Remember - your Personal Plan needs to be agreed with both your Supervisor/Appraiser and

your School Principal at the beginning of the year and then signed off at the end of the year after
your appraisal has been completed. In smaller schools, your Appraiser will be your Principal.

Part One: Key Tasks
Before completing this section you should agree with your Supervisor and/or Principal the
three key tasks from your position description that are to be included here as areas of priority

for you.

The following is provided as an example for you to follow:

EXAMPLE - Key Task Professional Dimensions and the Standards I will focus on:

(taken from position
description)

Teaching Techniques: Demonstrates expertise and appropriate

To create a positive strategies in 3.2 Effective teaching techniques that meet students’
learning environment learning styles and challenge and extend student thinking; and
Student Management: Demonstrates expertise and sound strategies
in: 5.2 Developing and maintaining a positive and safe learning
environment; and

Effective Communication: Demonstrates success in 6.1 Clear and
effective communication with students, in either English or Cook
Islands Maori.

Appraiser Comments Has identified strategies for different learning groups in the
(mid-year review - before | classroom, students are engaged and can discuss the work. Feedback
the end of term two) from students is generally positive. Working on developing student

self-reflection.
To consider ways of engaging the lower ability boys grouping.

Appraiser Comments High level of student engagement consistently observed in classroom.
(end of year - before the Has trialed a range of strategies to support student learning.
end of term four) Interesting reflections on gender specific learning styles and has

developed a range of classroom communication styles for various
classroom relationship. From observation, a positive and encouraging
learning environment has been achieved




Now add your three key tasks in the boxes below:

Key Task One: (taken Professional Standard Dimensions and the Standards I Will

from position description) | Focus On:

Appraiser Comments (mid-year review - before the end of term two)

Appraiser Comments (end of year - before the end of term four)

Key Task Two: (taken Professional Standard Dimensions and the Standards I Will

from position description) | Focus On:

Appraiser Comments (mid-year review - before the end of term two)

Appraiser Comments (end of year - before the end of term four)




Key Task Three: (taken Professional Standard Dimensions and the Standards I Will
from position description) | Focus On:

Appraiser Comments (mid-year review - before the end of term two)

Appraiser Comments (end of year - before the end of term four)

Part Two: Merit Objectives

Before completing this section, please review the School Annual Plan and identify two areas
that you will focus on making a significant contribution to in the coming year. Once identified,
you need to develop a SMART objective for each area. SMART objectives meet the following

criteria:

Specific

The objective should be precise so that even a non-teacher could understand
what outcome the objective relates to.

Measurable

The objective should be able to be quantified in some sense so that a non-
teacher can observe when the objective has been achieved.

SMART objectives are usually described in terms of quantity, quality,
timeliness or cost.

Achievable and
agreed

Your objective should be realistically achievable whilst providing some stretch
and challenge. It should not be so difficult that you would likely fail in your
efforts.

Your objective also needs to be agreed with your Appraiser and/or your
Principal.

Relevant

Your objective should be relevant to your school i.e. drawn from the School
Annual Plan, and relevant to your position.

Timed

The objective must have a completion date. If it relates to a larger project that
will span more than one year, the objective must reflect specific work that can
be completed by the end of the performance year.




The following is provided as an example for you to follow:

EXAMPLE Merit

Linkage (relevance) to

Professional Standard Dimensions

Objective One:

To carry out a trial IEPs
during T.2 and T.3 for lower
ability students with the aim
of improving their
numeracy skills.

School Plan

To raise the number of
students attaining the EMP
goal ‘for 90% of all students
to e using strategies at level
7 of the Numeracy Project
by the end of Year 8’

and Standards I will Develop
Professional Knowledge: Demonstrates
depth of knowledge in 1.2 Learning and
assessment theory and current
development of these.

Professional Development: Develops a
high level of commitment to 2.1 active
participation in professional development.

Appraiser Comments -
Midyear review i.e. before
the end of term two

Developed IEPs for 5 lower ability students. Maintained reflective journal
and accumulated professional readings around numeracy and IEPs.

Appraiser Comments -
End of year i.e. before the
end of term four

Presented outcome of trial at staff meeting with positive feedback and

response from colleagues.

Has developed high standard resources for colleagues to use next year.
Students’ response was varied but all showed progress over the trial

period.

Now add your two Merit objectives in the boxes below:

Merit Objective One:

Linkage (relevance) to
School Plan

Professional Standard Dimensions
and Standards I will Develop

Appraiser Comments (Mid Year Review):

Appraiser Comments (End of Year Review):




Merit Objective Two: Linkage (relevance) to Professional Standard Dimensions
School Plan and Standards I will Develop

Appraiser Comments (Mid Year Review):

Appraiser Comments (End of Year Review):

Part Three - Development Plan

Having identified your key tasks and merit objectives, together with the Professional
Dimensions and Standards you aim to demonstrate, consider your development needs for the
coming year - you should also review your last year’s final appraisal to check areas suggested
for future development. You are expected to identify two areas for development.

The following example is provided for you to follow:

EXAMPLE:
Area for Development Improving Student Engagement

Skills, Knowledge, Experience | Want to Develop — Improved understanding of IEPs ¢ how to develop and
implement.

What | Will Do
1. Carry out research re IEPs and how to measure student engagement.
2. Ask experienced teachers to specifically observe implementation of IEPs in the classroom and provide
me with feedback.

Self Reflection on Learning/Development Achieved

Qualitative assessment is difficult however there are a number of learning environment tools available that |
will aim to use next year around Week 6 of Term 1.

Whilst the use of IEPs requires more time planning, it requires less teaching as students are doing the learning
for themselves.

The IEP trial | implemented worked well overall with girls, but not so well with boys ¢ questioning whether this
is a gender related human development issue. Next year will try gender specific groupings.




Now complete your two areas for development below:

Area for Development

Skills, Knowledge, Experience I Want to Develop

What I Will Do

Self Reflection on Learning/Development Achieved

Area for Development

Skills, Knowledge, Experience I Want to Develop

What I Will Do

Self Reflection on Learning/Development Achieved




Part Four: End of Year Performance Development Summary

This form should be completed at the end of the year by your Appraiser and the Peer you have
identified for your Professional Development feedback. After completing the appraisal process,
the Appraiser is then responsible for completing the ‘Teacher’s Personal Report’, providing the
Teacher with a copy of both and forwarding the original documents (the completed Personal
Plan and the Teacher Personal Report) to the School Principal no later than the 30t November.

1. Key Tasks - to be completed by the Appraiser

Comment on the achievement of the three key tasks - your comments should be evidence
based:

Comments - Achievements Evidence

Key Task One

Key Task Two

Key Task Three




2. Merit Objectives - to be completed by the Appraiser

Comment on the achievement of the two merit objectives. Your comments should focus on the
progress made towards demonstrating greater breadth and depth of the professional standards
that were specifically identified for development (your comments should be evidenced based):

Comments - Achievements Evidence

Merit Objective One

Merit Objective Two

3. Future Professional Development Recommended - to be completed by the Appraiser
Comment on any specific areas of professional development you would recommend be
considered for the following year:




4. Professional Development - Peer Assessor Feedback (or Appraiser if appropriate)
Comment on your observations of this teacher’s application of their learning from their
professional development. In particular, provide examples of changes you may have observed in
their teaching practice.

Application of Learning Changes Observed in Teaching Practice

5. Self Appraisal - to be completed by the Teacher this Appraisal Relates To

Provide a summary comment of your assessment of the progress you have made in the past
year - note significant achievements as well as areas you consider you could focus on for
improvement next year.

My Significant Achievements:

Feedback I Received From Students/Parents:

Areas for Further Improvement Next Year:

Appraiser Sign-Off

I, (insert Appraiser’s name) confirm that I have observed
(insert Teacher’s name) over the past year, have provided
feedback on a regular basis and consider this report to be an accurate reflection of their
performance and development.

Appraiser’s Signature: Dated:




