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Annual Review Meeting - Guidelines
Teachers

Teacher Roles and Responsibilities

Principals and teachers are committed to ensuring that all students experience high quality teaching and that they are supported to become effective learners.  It is important that students are provided with the highest quality learning conditions and teachers have every opportunity to delivery quality education.
Classification range T1 to T2
Classroom Teacher – Level 1

The primary focus of the classroom Teacher level 1 is on further developing skills and competencies to become an effective classroom practitioner with structured support and guidance from Teachers at higher levels and the planning, preparation and teaching of programs to achieve specific student outcomes.  These Teachers teach a range of students/classes and are accountable for the effective delivery of their programs.  Classroom Teachers at level 1 are skilled Teachers who operate under general direction within clear guidelines following established work practices and documented priorities and may have responsibility for the supervision and training of one or more student Teachers.

(a) At this level, Teachers participate in the development of school policies and programs and assist in the implementation of school priorities. 

(b) The focus of a classroom Teacher level 1 is on classroom management, subject content and teaching practice.  New entrants to the teaching profession in their initial teaching years receive structures support, mentoring and guidance from Teachers at higher levels.

(c) Under guidance, new entrants to the teaching profession will plan and teach student groups in one or more subjects and are expected to participate in induction programs and other professional learning activities that are designed to ensure the integration of curriculum, assessment and pedagogy across the school.

(d) Teachers at this level are responsible for teaching their own classes and may also assist and participate in policy development, project teams and the organisation of co-curricula activities. 

Classroom Teacher – Level 2

Classroom Teacher level 2 plays a significant role in assisting the school to improve student performance and educational outcomes determined by the school strategic plan and state-wide priorities and contributing to the development and implementation of school policies and priorities.  A critical component of this work will focus on increasing the knowledge base of staff within their school about student learning and high quality instruction to assist their school to define quality Teacher practice.  They may also supervise and train one or more student Teachers.  Classroom Teacher level 2 will be expected to:

(a) Have the content knowledge and pedagogical practice to meet the diverse needs of all students.

(b) Model exemplary classroom practice and mentoring/coaching other Teachers in the school to engage in critical reflection of their practice and to support staff to expand their capacity.

(c) Provide expert advice about the content, processes and strategies that will shape individual and school professional learning.

(d) Assist staff to use student data to inform teaching approaches that enable targets related to improving student learning outcomes to be achieved.

Annual Review Meeting

Each Teacher is required to participate in an Annual Review Meeting (ARM) with their principal or the principal’s nominee each school year.  The ARM is a positive process for the Teacher and the Principal to:

· Identify and establish professional development goals and avenues for professional development;
· Assist the Teacher in relation to the Australian Professional Standards for Teachers; and
· Affirm achievements and identify areas for improvement and development.

Note that beginning teachers who are Provisionally Registered will be working towards the Proficient Standards and Full Registration. These teachers will be receiving advice and support from their mentors and their ARMs should be used to assist them to meet the Proficient Standards.

Annual Review Meeting Process

· Self –appraisal is an integral feature of the ARM

· The ARM should be a collaborative process within which there is a genuine exchange of ideas and views between the Teacher and the Principal.

· The ARM should be non-judgmental and involve 2-way communication.

· The ARM is not an assessment for incremental progression.

· The ARM should highlight areas of excellence as well as areas requiring further development and affirm achievements.

· The ARM should utilise the Standards of Professional Practice for Teachers.

· The outcome of the ARM should be discussed with the Teacher.

Annual Review Meeting Form

The ARM form should be provided to the Teacher by the principal prior to the ARM.

The Teacher is required to review their performance in relation to the Australian Professional Standards for Teachers.

The Teacher should provide comments on the form which illustrate their major achievements and any areas for improvement.

The Principal/nominee can also make comments in relation to one or more of the Australian Professional Standards for Teachers.

Positions of Leadership

If the teacher has been appointed to a Position of Leadership (POL), the ARM also provides an opportunity for the principal and the teacher for discussion in relation to the POL.

Child Safety

The ARM provides an opportunity for the Principal/nominee to have an individual discussion with the Teacher about child safety and related professional development. (Professional Practice 4.4: Maintain student safety.)
Accreditation to Teach in a Catholic School

The ARM also provides an opportunity for the Principal/nominee to confirm progress that the Teacher has achieved in relation to completing their accreditation requirements.

Managing Employment Concerns
The ARM is not to be used as a substitute for the processes for managing employment concerns which are detailed in the Victorian Catholic Education Multi Enterprise Agreement 2013.

Professional Standards

The Australian Professional Standards for Teachers describe the key elements of quality teaching.  These standards must be based on an understanding of the religious dimension of the Catholic school and that it draws its inspiration and strength from the Gospel.
1. Know students and how they learn:

1.1 Physical, social and intellectual development and characteristics of students
Use teaching strategies based on knowledge of students’ physical, social and intellectual development and characteristics to improve student learning.
1.2 Understand how students learn
Structure teaching programs using research and collegial advice about how students learn.
1.3 Students with diverse linguistic, cultural, religious and socio economic backgrounds

Design and implement teaching strategies that are responsive to the learning strengths and needs of students from diverse linguistic, cultural, religious and socioeconomic backgrounds.

1.4 Strategies for teaching Aboriginal and Torres Strait Islander students

Design and implement effective teaching strategies that are responsive to the local community and cultural setting, linguistic background and histories of Aboriginal and Torres Strait Islander students.
1.5 Differentiate teaching to meet the specific learning needs of students across the full arrange of abilities
Develop teaching activities that incorporate differentiated strategies to meet the specific learning needs of students across the full range of abilities.
1.6 Strategies to support full participation of students with disability
Design and implement teaching activities that support the participation and learning of students with disability and address relevant policy and legislative requirements.
2. Know the content and how to teach it:

2.1 Content and teaching strategies of the teaching area
Apply knowledge of the content and teaching strategies of the teaching area to develop engaging teaching activities.
2.2 Content selection and organisation

Organise content into coherent, well-sequenced learning and teaching programs.
2.3 Curriculum, assessment and reporting

Design and implement learning and teaching programs using knowledge of curriculum, assessment and reporting requirements.
2.4 Understand and respect Aboriginal and Torres Strait Islander people to promote reconciliation between indigenous and non-indigenous Australians

Provide opportunities for students to develop understanding of and respect for Aboriginal and Torres Strait Islander histories, cultures and languages.
2.5 Literacy and numeracy strategies

Apply knowledge and understanding of effective teaching strategies to support students’ literacy and numeracy achievement.
2.6 Information and Communication technology
Use effective teaching strategies to integrate ICT into learning and teaching programs to make selected content relevant and meaningful.
3. Plan for and implement effective teaching and learning:

3.1 Establish challenging learning goals
Set explicit, challenging and achievable learning goals for all students.
3.2 Plan, structure and sequence learning programs

Plan and implement well structured learning and teaching programs or lesson sequences that engage students and promote learning.
3.3 Use teaching strategies

Select and use relevant teaching strategies to develop knowledge, skills, problem solving and critical and creative thinking.
3.4 Select and use resources

Select and/or create and use a range of resources, including ICT, to engage students in their learning.
3.5 Use effective classroom communication

Use effective verbal and non-verbal communication strategies to support student understanding, participation, engagement and achievement.
3.6 Evaluate and improve teaching programs

Evaluate personal teaching and learning programs using evidence, including feedback from students and student assessment data, to inform planning.
3.7 Engage parents/carers is the educative process

Plan for appropriate and contextually relevant opportunities for parents/carers to be involved in their children’s learning.
4. Create and maintain supportive and safe learning environments:

4.1 Support student participation
Establish and implement inclusive and positive interactions to engage and support all students in classroom activities.
4.2 Manage classroom activities

Establish and maintain orderly and workable routines to create an environment where student time is spent on learning tasks.
4.3 Manage challenging behaviour

Manage challenging behaviour by establishing and negotiating clear expectations with students and address discipline issues promptly, fairly and respectfully.
4.4 Maintain student safety

Ensure students’ well-being and safety within school by implementing school and/or system, curriculum and legislative requirements.
4.5 Use ICT safely, responsibly and ethically

Incorporate strategies to promote the safe, responsible and ethical use of ICT in learning and teaching.
5. Assess, provide feedback and report on student learning:

5.1 Assess student learning
Develop, select and use informal and formal, diagnostic, formative and summative assessment strategies to assess student learning.
5.2 Provide feedback to students on their learning

Provide timely, effective and appropriate feedback to students about their achievement relative to their learning goals.
5.3 Make consistent and comparable judgements

Understand and participate in assessment moderation activities to support consistent and comparable judgements of student learning.
5.4 Interpret student data

Use student assessment data to analyse and evaluate student understanding of subject/content, identifying interventions and modifying teaching practice.
5.5 Report on student achievement

Report clearly, accurately and respectfully to students and parents/carers about student achievement, making use of accurate and reliable records.
6. Engage in professional learning:

6.1 Identify and plan professional learning needs
Use the Australian Professional Standards for Teachers and advice from colleagues to identify and plan professional learning needs.
6.2 Engage in professional learning and improve practice
Participate in learning to update knowledge and practice, targeted to professional needs and school and/or system priorities.
6.3 Engage with colleagues and improve practice

Contribute to collegial discussions and apply constructive feedback from colleagues to improve professional knowledge and practice.
6.4 Apply professional learning and improve student learning 

Undertake professional learning programs designed to address identified student learning needs.
7. Engage professionally with colleagues, parents/carers and the community:

7.1 Meet professional ethics and responsibilities
Meet codes of ethics and conduct established by regulatory authorities, systems and schools.
7.2 Comply with legislative, administrative and organisational requirements

Understand the implications of and comply with relevant legislative, administrative, organisational and professional requirements, policies and processes.
7.3 Engage with the parents/carers

Establish and maintain respectful collaborative relationships with parents/carers regarding their children’s learning and wellbeing.
7.4 Engage with professional teaching networks and broader communities

Participate in professional and community networks and forums to broaden knowledge and improve practice.
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