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Sarah Bubb and Peter Earley 2010: Helping staff develop in schools.
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Complaint

Stage 1. Informal
Discussion with teacher, teaching

assistant, a member of the
support/office staff. This may involve

a supervisor, middle or senior leader

Issue NoOt resolved
Complainant not satisfied

|

Stage 2. Formal
Complaint made in writing to Head of
School or representative of the Board
of Directors where the complaint is
about the Head of School

Issue resolved and
appropriate action taken.

Complaint investigated , decision made and given Complaint investigated, decision made
in writing to complainant withiin 14 working days and given in writing to complainant.
Issue resoved and actions taken where Issue not resolved

appropriate. Complainant Not satisfied.

l

Stage 3. Final stage
Complaint made in writing to the Chairman of the
Board of Directors.
Complaints panel convened and complainant attends
meeting.
Decision made by the complaints panel and given in
writing to the complainant within 5 working days
No further action can be taken by the complainant
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Appraisal process for academic staff on two-year contracts

Probation starts: Introduction of probation criteria

I

Probation ends: Successful completion of probation criteria,
extension of probation period or contract ends

!

Objective setting: To cover the initial two-year contract period
or to review previous objectives and set new objectives for
staff who are extending their contracts.

cn

Start of
contract

3 months

4mm | 3 months

Contract
renewal

I

Mid-term review: Adjustment of objectives where necessary
and discussion of progress against objectives.

I

Final appraisal review for staff who are not renewing contracts
only.

Last update : August 2024

12 months

End of
contract
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hppraisal process for administrative and operational staff

Probation starts: Introduction of probation criteria

l

Probation ends: Successful completion of probation criteria,
extension of probation period or contract ends

!

previous objectives and set new objectives for existing staff

l

Mid-term review (optional): Adjustment of objectives where
necessary and discussion of progress against objectives.

I

Exit interview for staff who are resigning

Last update : August 2024

Start of
contract

3 months

Objective setting: for the first one year period or a review of A

June/July

December
[lanuary

End of
contract

l
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Teacher Performance Appraisal 2024-2026

Teacher:

Appraiser:

Preamble

As a school we consider that teacher performance appraisal is an important professional responsibility
for both the teacher and the school’s leadership to ensure the highest quality teaching and learning
opportunities for our students, as well as the best professional growth opportunities for each teacher.

The teacher performance appraisal is one component of the MISY Teacher Portfolio. The teacher
performance appraisal documentation should be used as evidence of high-quality professional practice.

Deadlines

Probation completion By: October 2024

Setting of personal objectives for 2024-26 By: October 2024

Formal lesson observation 1 By: September 2024

* Mid-term review By: September 2025

e F I L b tion 2
ormal Lesson observation By: December 2025

Last update : August 2024
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e Formal contract meeting with Head of School
(MISY Teacher Portfolio of Evidence required)

By: December 2025

o Final Review

By: May 2026 (or September 2026 where a
contract is extended)

Notes

Evidence required for the teacher performance appraisal: Examples (not exhaustive) of evidence for

the teacher performance appraisal:
® Lesson plans for formal observations

e Formal lesson observation feedback

e Photos/videos taken during the lesson observation.
e Documents related to the teacher’s personal objectives

Feedback from walk-through visits

® Anecdotal evidence of student learning and progress (Assessments etc)

Last update : August 2024
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MYANMAR INTERNATIONAL SCHOOL YANGON

Yearly Performance Appraisal Form

( s0056300EqndaInd 39(73@056 ©05006:08)
1 B g'. q.l il 1
Section 1 - Personal Data
Name: (meé) Position: (gpoos)
Joinin Dacte: . Department: (g03)
(39(\300)0033@&?)
Appraisal Date: Supervisor/ Line
Manager
Section 2 - Evaluation
Quality of work Remark
Poor Work frequently has to be repeated, with many errors.
C O Y C oClfocC C C
(33(\300? 33[900@3 %@e@e@lc?oq@cs)
Work sometimes must be repeated and requires
Average extra checking. (39(\38093 ooar]ooé’l 39[5035 36 @%mé
[Gloed9aén
_ Work is generally acceptable, errors are few and needs, only
Satisfactory normal checking. (me%mz@é C\)(TSé%é(gOSGﬁGOJ)
sgcqézaelés’aeog:)
Good Work is of a high quality and errors are rare.
. . . . c(c C C
Minimum checking is required (39@0(0:@9 39(\3033@1&333@083)
Outstanding Work is of an exceptional quality in all areas.
. . . C Y
No checking is required. (og:@o:e:m 33&303961@39@38:)

— - T C
Additional Comment: 33@9.,3903;{]00

Last update : August 2024
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Job knowledge Remark
Shows weaknesses in job knowledge, depends largely on
Poor others and requires specific instruction. (3acx?6
0023
Shows minimum job knowledge, seeks help frequently and
Average . . . C Q 0C coR ¢
requires instruction. (32000 32200PM 3§930% 3aaoco:eﬂ[§cs)
Has satisfactory job knowledge, is able to handle routine
Satisfactory questions and strives to improve work. (:me%:ms@é
CoOC co C C
COMIFCYLOEEIN 330303361[33396083)
Has good job knowledge and constantly looks for ways to
Good . e C C
improve work. (33@09@9 cZlan]v 3%1@396338)
i Has exceptional knowledge of own job and related jobs.
Outstanding . c c .
(o%@')oeoao 330?0396183?6380)
. - . < C
Additional Comment: 35(3p:9053q)
Initiative Remark
Unreliable. Has to be pushed. Asks for guidance
Poor unnecessarily and is resistant to change. (39930003@1%5@& e?
N C ¢ C
m[gmesogc?zm:eo:e?q@cz)
Average Has to be told what needs to be done and is seldom proactive.
o C Cc O Cc o C C Cc O C
(cxp’aoqlmo? ©POICV0VBEIOICEEPIM e[;pec?q@c:)
Satisfactory Occasionally volunteers practical and useful suggestions.

(3233026000 8830830609P NS F02:032c00S¢[5E:)
360QPED 068053609 3003000& H

Last update : August 2024
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Needs general instruction but has initiative to work out the
details (OJ’)GC C@'y’ (YSOD’JC\%:B’BLC)@°883B&%[§(SQ°G€D’)(S
; BFOPHR 0 : o
C OocCocC C
C\?OO?C&LC@CZ)

Good

Takes initiative and is proactive in solving problems. Takes a

lead and works independently. (o 52005 C@’J" 1501003320
g e o { SRR (R (R

00 O C C o O C ocr¢

06030 MTCRM) c?on?c@cz)

Outstanding

C C

Additional Comment: 3a[§j'):eoo:ﬂm

1

Hardworking/ Reliability Remark
Unreliable work performance. Is often not there when
Poor necessary. Requires close supervision. (mzooozgogep
e%eans’aqéaaqéa@eogs)
Occasionally fails to finish work on time and is unable to adapt
Average to meet the needs of the work. (23l0od 3558 [B:8:008(5E:
0 meet the needs of the work. (023 00 37|30 [goo)o?eﬂ@co)
, Average dependability. Requires normal supervision and is
Satisfactory ) ) c ocMc
usually industrious. (oaoe:f, 3’3)80003<%C[§CS)
Good Dependability is more than adequate, follows instruction well
and is able to quickly adapt. (S’BOSOO’JS%(SGCD’) szelé:raeogz)
. High dependability. Little or no supervision required.
Outstanding c . o ¢
(32@960:3?3 39(\303961&3396083)
o X < C
Additional Comment: w[aoo?ooq]oo
Team spirit/ Attitude/ Cooperation Remark

Uncooperative. Does not show commitment and is unable to
Poor interact with oth :60l¢:6300Cq0060 v (st
interact with others. (Llfoeo C26300Cg M0 aﬂ@co)
Adequate work output requires guidance and direction to
. .. . . . C C
Average improve. Minimal interaction with others. (cocooceom
mzooLorSﬁ)

Last update : August 2024

19




Satisfactory

Able to interact with others and is willing to help as part of the
C C C C

team when called upon. (@qjcgeucz 3a[§.§39c9§

90(7308056909581(78%5@53)

Good

Committed and cooperative to others without compromising

own tasks. Proactive about changes and improvements

(o] C O0COoC(e ’]C C cocr¢
(GBQDZCX:LRC\?O(T?C%C S(I{ZGO czeaoocaooél.c CZ)

Outstanding

Shows an exemplary work ethic and attitude is a committed and
outstandingly good team player; a dedicated individual.
(é@ﬁ@@ (\?60%66&)’)6810’8@53)

e N T < §
Additional Comment: w[aooefoosdm

Last update : August 2024
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Attendance Remark

Late most of the days and take the leave (320p0g$32(goo0d
Poor C c ¢ ¢ ¢ C ' bt
epndm3é:sd géqndapiepacs)
Late in some days and take the leave
Average COoC C C C C C C
(@epddfepadoyglist géqmu(aly
. Late in some days and do not take the leave
Satisfactory coc ¢, < C C ¢, ¢ o@ <,
(39(\?0%:?394?@0003 6§2000Q|EVDCOPI: JCLIVLE c:)
Good Pun(ptuaclity ancd talgigg a few days leave.(3200 05305 m|6a0
QTesk gca::ra?&):cooﬂ@c:u)
Punctuality and absence of leave. (320005]$09M|0sC
Outstanding c ofc y (32000942 R5¢
ggeﬂ@c:u)

— - T C
Additional Comment: %[gao?ooadm

Targets for improvement: 0530005632000 3:00299|096D:
g p e bt ¢! 8° @QJ eiP"

Target 1 (relati[rg)to personal or professional development) 3:00053|05 (0) (88030503¢ o,

C C C C Cc C
3220(MN6Y:00:6 CQGGDCGP &C aomo)oﬁ)
e} LT Toe

. CcC C ﬁ‘ 2] C Cc O C "]
Please mention last year target — WOICHOEN PLODPOJIMNY B4V

. " C o C C C CN C CN C ’]
Achieved or not achieved — GC2R200PO]] M2 6320C|9CIN QNI ©6IDC(GCIV AN 66|40

. C C C C C
If not achieved, why? — eemc@cz}(ﬂm me@ag@@o 2000 e«o@or]

Target for this year — 0098032000 Szoop:gamgog G@SBG]

Last update : August 2024
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°On

z:gg%%()linked to the specific work of the appraisee) §zooéeuor§ (J) (CDOfSQJQOfSOOOZGOJ) C\?(Sc$zf’eéza§éep $

. C C ﬁ 2] C C O C "]
Please mention last year target — WO3CSOEN PODPOJ N GWI|4V

. C (=] C cC O C
Target for this year — et okczleslosRetlestenlollseles) G(SO@LS]

Section 3 - Feedback and Review questions

What is one accomplishment you’re proud of during the last review period?
C o D@(‘ C o . C C C C C o) (‘@ C C o C ¢ (‘o
G?’)OOS(BD §meo?noaooa£momogc ODC(L)GDOT)LQGOD’J c320C CJ&L)O)O)?OO’JD ee&)@%q)c?eall

What do you hope to achieve over the next half year? Are there any targets you hope to meet?
Q005§00050¢ oooeooe:mé@é?o esﬁgméd]a)?ézn
°] o o Lo °

Last update : August 2024
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. u C C C C
How has management helped or hindered your job performance? 3?oqjloeqzsago§1ﬁ CO0GI0DCHQPIM
C C C C c o C C Q C o C
90C3CV0QEIEI0ICEPOM @emm@@@@e@{;cﬂwmm ov[CGplon) %mz%&z@@e@é&wmsu

What do you like most about this job? 109320005¢ 0052003(s ©PSR)

cr) 050305@6@056]03 Sei
§ ¢ Nk

Q C C o CoO "] o
QP%O@@&{IDOQ[Q@QL)%O Q0Q0D:ll

e C C C C oOC O O
Do you understand your role and responsibility? D0CEHEPI VCON0HUICOIEPY VTN 230loo0ms

o,

. n C C 3 o N o C C N N
Do y(iu feel g/ou wocrk vg((e)llctogcither w:th other departments? 0350000 32(5p: 3284qP: s F30Ce(ys(y
60mCi60mE:320000068E200507 2oEwrsoolooas

.. . Q C C <
Training Required: QU306 CO$QP:

Appraisee's comment: o%ooézgﬁ?orgql(rg

Sign: Date:

Last update : August 2024
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Appraiser's comment ((035(03000€10059|03)

Sign: Date:
This section will be filled out by the Appraiser.
Outstanding Good Satisfactory Average Poor
( oclzsgﬁsfaaoc::) ( emé:g%e’aao{f ) ( Gn{ﬁ&gogsps’aao{f) ( oaoe%sfaaoé) (:Doe%esfaoogaeaogc)

Additional comments (if any):

Approved by Business Manager

Date:

Approved by Head of School

Date:

Note. This record is maintained by the Human Resources Department. Employees will receive a formal

letter from HR regarding their performance results.

Last update : August 2024
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MISY vision for learning

High quality teaching and learning at MISY starts from the ground up.
Learning takes place in an environment that is not only safe and supportive, but also challenging and stimulating,
encouraging students to fulfil their potential and strive for success.

Students will develop personal, social and academic skills as they engage in all forms of learning, facilitated by
teachers, to ensure that they receive a well-rounded, up-to-date education adapted to their individual needs.

Lesson observation

Teacher

Date

School/Setting

Name and Role of Observer

Lesson Context Information (year group, number of students, ability level) [ No. of additional adults other than teachers & how deployed

Developmental Focus (from previous observations)

Subject and Learning Objectives

Observer comments on professional strengths

Teacher’s reflective comments

Areas for development - no more than 3

Last update : August 2024
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Focus areas: High Expectations and Managing Behaviour TS 1 & 7

Vision for learning:
Learning takes place in an environment that is not only safe and supportive, but also challenging and stimulating

e A positive environment promoting effort and perseverance

Students being challenged, show effort and perseverance

Effective relationships, trust and mutual respect

Consistent rules and routines

Students are confident to make mistakes

Praise, rewards and sanctions used appropriately and as per

school policy

Rigorous and effective class and behaviour management

e Used intentional and consistent language that promotes challenge
and aspiration

e Checked Student’s ’ understanding of instructions.

Comments

Focus areas: How students Learn, Classroom Practice and Adaptation of learning TS 2,4 & 5

Vision for learning:
High quality teaching and learning at MISY starts from the ground up.

... facilitated by teachers, to ensure that they receive a well-rounded, up-to-date education adapted to their individual needs.

Use of students’ prior knowledge and retrieval tasks so students revisit

ideas

Students are responsible and conscientious

Modelling, scaffolding and consolidation

There is evidence of sound planning

Lesson time is used well

Clear verbal explanation, content is sufficiently broken down

Metacognitive strategies linked to subject knowledge taught explicitly

Effective questioning used

Well-designed resources, high expectations for all

Homework set is effective

Adapting teaching provides targeted support to students and does not

use artificially created distinct tasks for different groups of students

unnecessarily

®  Meets the needs of all students, including SEN, EAL, high and low
attainers etc

e Do you see teaching strategies such as activating prior learning; retrieval

practice; regularly checking learning; asking many questions; modelling?

Well-designed resources, high expectations for all?

Comments

Focus areas: Curriculum and Subject Knowledge TS3

Last update : August 2024
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Vision for learning:
Students will develop personal, social and academic skills as they engage in all forms of learning

o How has long-term planning been used (Schemes of Learning) to
inform the planning of this lesson?

e Is knowledge of this topic secure — how do you know?

How is content knowledge being transformed into effective

learning?

How are students’ interests maintained?

Are there examples of misunderstandings being addressed?

Are misconceptions planned for or addressed — how do you know?

Is there evidence that progression has been planned for; students’

prior knowledge considered; and students’ subject knowledge

developed for future learning?

e  What examples of subject-specific or general pedagogies have been
used to develop subject knowledge?

e Are there examples of well-informed responses to questions and
misunderstandings?

® Are there opportunities for promoting high standards of literacy,
articulacy and the correct use of standard English?

Comments

Focus areas: Assessment TS6

Vision for Learning:
...encouraging students to fulfil their potential and strive for success.

e Have summative assessment outcomes been used to plan
learning? Including the use of relevant data to monitor progress,
set targets, and plan subsequent lessons?

e  What examples are there of regular and inclusive formative
assessment to assess student learning and progress?

e How is the outcome of formative assessment used to
feedforward into subsequent learning?

e  What examples are there of regular feedback, (oral and written),
and how are students encouraged to respond to the feedback?

Comments

Focus areas: Professional Behaviours TS8

o How have relationships with expert colleagues been developed
to draw on specialist advice and support? (i.e., Pastoral
colleagues, Learning Support colleagues. SENCo, Subject
Specialists).

e How are support staff deployed? Is it effective?

e What evidence is there that communication with parents
regarding students” achievements and well-being is taking place?
What impact is this having?

e  Considering areas for development and the outcome of this
reflection, is there evidence that responsibility for improving
teaching through appropriate professional development is taking
place?

e How is advice and feedback from expert colleagues being used to
develop teaching practice?

Comments

Last update : August 2024




Teacher probation appraisal

Teacher:

Date:

Appraisal carried out by:

Appraisal Process Evidence to be considered
. . . . e Observation of teachin

This is a formal meeting with senior leaders to assess . . , & .

. . e Evidence in students’ books/portfolios
performance against teaching standards over a three month .

. . . e Talking to students
period as outlined in the MISY teacher contract. .
® Progress according to data
Standard Evidence of standard being met Area for development

Set high expectations which inspire, motivate and challenge students

Is there a safe and stimulating
learning environment for
students?

Are students of all backgrounds,
abilities and dispositions stretched
and challenged?

Are positive attitudes, values and
behaviour demonstrated and
modelled for students?

Is good progress and outcomes by
students promoted?

be accountable for students’ attainment, progress and outcomes

Is there an awareness of students’
capabilities and their prior
knowledge?

Are students guided to reflect on
the progress they have made and
their emerging needs?

Is knowledge and understanding of
how students learn
demonstrated?

Are students encouraged to take
a responsible and conscientious
attitude to their own work and

study?

Last update : August 2024
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Demonstrate good subject and curriculum knowledge

Is a secure knowledge of the
relevant subject(s) and curriculum
areas demonstrated?

Is a critical understanding of
developments in the subject and
curriculum area evident?

Is there an understanding of a
responsibility to promote high
standards of literacy and the
correct use of standard English?

Plan and teach well structured lessons

Is lesson time used effectively?

Do the lessons promote a love of
learning and intellectual curiosity ?
Is homework planned to
consolidate and extend the
knowledge and understanding
students have acquired?

Is there evidence of reflection on
the effectiveness of lessons and
approaches to teaching?

Is there evidence of a contribution
to the design and provision of
curriculum provision in the
relevant subject/year group?

Adapt teaching to respond to the strengths and needs of all students

Is there evidence of
differentiation, using
approaches which enable
students to be taught
effectively?

Is there a secure understanding
of how a range of factors can
inhibit students” ability to learn,
and how best to overcome
these?

Is there an awareness of the
physical, social and intellectual
development of children, and
know how to adapt teaching to
support students' education at
different stages of
development?

Is there a clear understanding
of the needs of all students,
including those with special
educational needs; those of high
ability; those with English as an
additional language; those with
disabilities; and is there
evidence of an ability to use

Last update : August 2024
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and evaluate distinctive teaching
approaches to engage and
support them?

6. Make accurate and productive use

of assessment

Is there knowledge and
understanding about how to
assess the relevant subject and
curriculum areas?

Is formative and summative
assessment used to secure
students’ progress?

Is data used to monitor
progress, set targets, and plan
subsequent lessons?

Are students given regular
feedback, both orally and
through accurate marking, and
are students encouraged to
respond to the feedback?

7.

Manage behaviour effectively to ensure a good and safe learning environment

Are there clear rules and
routines for behaviour in
classrooms and is the school’s
behaviour policy followed?

Are there high expectations of
behaviour and has a framework
for discipline been developed,
with a range of strategies, using
praise, sanctions and rewards
consistently and fairly?

Are classes managed effectively,
using approaches which are
appropriate to students’ needs
in order to involve and motivate
them?

Are good relationships
maintained with students, with
appropriate authority
demonstrated?

8.

Fulfil wider professional responsib

ilities

Is there evidence of a positive
contribution to the wider life
and ethos of the school?

Have effective professional
relationships with colleagues
been developed, knowing how
and when to draw on advice and
specialist support ?

Are support staff deployed
effectively?

Is responsibility taken to
improve teaching through
appropriate professional

Last update : August 2024
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development and by responding
to advice and feedback from
colleagues?

Is there effective
communication with parents
about students’ achievements
and well-being?

Additional space for notes

Strengths observed during probation period

Opportunities for sharing good practice

Areas for development

How will this be achieved (CPD/Resources etc)

Additional Teacher Comments (if any)

Additional Comments by appraiser (if any)

Signed (appraiser)
(teacher)

Last update : August 2024
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Probation Performance Evaluation Form

(o&sm&mmeaoogacﬁqlag 39(73@0'5?0'50353(?6)

Section 1 - Personal Data

Name: (339&3) Position: (eponl?z)
Joinin Dacte: . Department: (gx?)
(:raC\?oa)ocoa@ei)
Appraisal Date: Supervisor/ Line
Manager
Initial Appointment - |:| Promotion -

Setting Objectives

Objective 1
( by the Employer )

Objective 2
( by the Employee )

Last update : August 2024
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Section 2 - Evaluation

. . Excellent | Very Good Good Fair Poor
No. Evaluation Topics
P (5) (4) (3) (2) (1)
1 Concentration at work
(3209633:0§9:805¢)
2 Learning ability
(GC\O)C\DQI?%)(SSG]EDS)
3 Show interest and initiative
(o&ﬁsaqpsgaﬂé:oﬁcgo%orgoémzcﬁ:)
4 Responsibility in assigned job
(%cpééon&%ogooorgqﬁ:)
5 Positive Attitudes towards work
(secpﬁsgeoToaemooogg?)
6 Quantity and timeliness of work
(@acodomamst wg58fiedo5e)
7 Planning of Work
(39095398330;50002%9)
8 Respect and abide by rules and regulations
(®p§:q|p§:| o)pg_:mézc\%(rgg?’)g]eoaooo&l?)
9 Interpersonal relationship and manners
(o$oo§gafaq|égq|égao(rgaéeqzcl§(§ 33@39(3)
10 | Communication skills
(C\I)86@6(735w(rg3aq|ésq|ésefcba$aongog(ﬁ?)
11 Problem solving skills
(@m§seﬁﬁ]ézemég(ﬁgée‘?g§qus)
12 | Punctuality
(39(\9500(75@6}00’39393%%)
13 | Environment adaptation
(0050§:0365¢ cGodecyppSecp§(ac:)
14 | Safeguarding policy knowledge
(mongugeqsel?of]s ogél’]@oscop%ﬁ)
15 | Work Ethics
(095c§:88Eepogicoat)
16 | Productivity
(33&;&\96%5@433)
17 | Team Spirit
(320320p5:8056105)
18 | Self - Improvement
(rgugorcﬁé 08303(7543)
19 | Wearing Dress Code Properly

¢ ¢ C C C
(9$0$@> 0ODEIOCLICH)

Last update : August 2024
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No. Evaluation Topics

Excellent | Very Good Good Fair
(5) (4) (3) (2)

Poor

(1)

20 | Reliability and consistency

(03[3p5805q1q9s¢ Boe)

Achieved required standard? (Yes, No)
C C C o C o C (o)
(oaooejsooooosa)[’)_g ®5§Liquﬂd]oa@| eﬂ(ﬂu)

Overall Evaluation - |:|Excellent |:| Very Good I:lGood

I:l Fair |:| Poor

This section will be filled out by the evaluator.

Pass probation
C C C C C
(®esooomomemc[§cooe)

Need to extend probation --------------
(®§°038m90)08°[§5 $332000 )
° 2GTaPy >

Fail probation

C C C C c(¢C "]
(0)@3030(7)0(\)@@3990@00 )

Additional comments (if any):

Approved by HOS

Date:

Approved by Line Manager

Date:

Note: Employees completing a satisfactory review will receive a letter from the HR Officer confirming their

employment with MISY.

C$20530090) 9 - 3200 $:02630005 VO c@
g 32 $2O3CE VR VOR

Walk-through feedback 2024-25

C C o

sgodewe 03(y$q)0d Jojg-jo)9

Teacher:

Date of visit:

Year/class:

Subject:

Focus of lesson:

Stage in lesson:

What were the students doing?

What was the teacher doing?

Last update : August 2024
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Practices that supported learning: Questions I still have:

Additional comments/observations: linked to the MISY vision for learning:

High quality teaching and learning at MISY starts from the ground up. Learning takes place in an
environment that is not only safe and supportive, but also challenging and stimulating,
encouraging students to fulfil their potential and strive for success.

Students will develop personal, social and academic skills as they engage in all forms of
learning, facilitated by teachers, to ensure that they receive a well-rounded, up-to-date
education adapted to their individual needs.

Observer signature:

ef)mcaoagc‘: ) - MISY aosplaospeeu‘:seﬁ oe&c%sg&seam&l

MISY Teacher Portfolio of Evidence

The base monthly salary and cost of living allowance for the second year of your contract may
increase by at least one step. This will be dependent on a portfolio of evidence being presented to the
Head of School.

The portfolio of evidence should demonstrate your professional contribution to the school and your
professional growth since the start of your contract.

Last update : August 2024
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This must be submitted to the Head of School two days ahead of a pre-arranged interview. and will

also serve as part of the appraisal process.
This portfolio may be submitted as a hard copy or a digital version.

The following table provides examples of evidence which can be used to support each professional

area.

Professional Areas Definition Examples of evidence
e Professional practice e All teaching is of a e Appraisal
good standard and documentation
provides a good role e Planning documents
model to staff and e (Classroom initiatives
students e Online learning
projects

e Curriculum
development

e Additional
responsibilities
(examiner etc)

e Professional outcomes e All students achieve in e Assessment data
line with school e Anecdotal evidence
expectations and a and examples of
positive contribution student progress
has been made to e Evidence of
whole school strategic presentations to
areas and goals parents/staff etc.

e Evidence of meeting
leadership and
outcomes

e Evidence of
extra-curricular work
with students

e Contribution to the
promotion of MISY in
the wider community.

e Contribution to
technology
development

e Professional e Professional e Feedback from

relationships relationships with students, staff, parents
students, parents and e Evidence of a
staff lead to good contribution to the
quality class provision social and emotional
and a clear wellbeing of
contribution to the colleagues
school environment. e Evidence of mentoring
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36



or coaching

e Professional
development

e An active role is taken
in accessing relevant
support and
professional
development
opportunities. A clear
contribution has been
made to support the
professional
development
opportunities for other
staff.

e Evidence of

professional
development initiatives
in line with personal
objectives.

Evidence of
contribution to the
professional
development of
others.(workshops etc)
Evidence of sharing
good practice.
Evidence

e Special interest courses

Category of PD Funding Local staff Expat staff
PD linked to appraisal Conference/ 50% + 50%
objectives: course fees
e Further education (eg.

Masters degree)
e Middle leadership training Travel considered Not covered
e Specialist skills

development (eg. SEN/EAL)
e Teacher training
e English language courses

Accommodation | Considered | Not covered

Other expenses | Not covered

Not covered

PD required by the school:
e Cambridge exam courses
e Conferences for job skills

development (university
counsellor/counselling
courses/managebac
training/PE coaching etc. )
e Safeguarding training
e Driving training/exam

Conference/ 100% (cap 100% (cap of
course fees of $1000) $1000)
Travel Covered Considered
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MISY

MYANMAR INTERNATIONAL SCHOOL YANGON

No. 24, Sae Myaung Street, 11* Quarter, Yankin Township, Yangon, Myanmar.
tel: +95 (1) 657885, 657886, 657887 e-mail: misy@misyedu.org
mobile: +95 (9) 4040 6 2277, 4040 6 2288,4040 6 2299 website: www.misyedu.com

Acknowledgment of Training Fee and Repayment Agreement

Date- 14th August 2025

This is to confirm that at Myanmar International School Yangon, Ms.-------- , serving in the
Academic Department, has paid the *********** to enroll in the Senior Leadership (NPQSL)
training program, scheduled from ***** 2025 to ****** 2027, and has commenced

attendance.
| acknowledge and agree to the following conditions:

1. If | resign from my position within (1) year of completing the training, | will repay the ******

to the school.

2.1f I do not complete the course for any reason, | will repay some or all of the amount, as

determined by the school.

Signed:

Name:

Date:

(Witness)

Signed: Signed:

Name: Name:

Date: Date:
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Professional Development Request Form

Name -
Designation -
Department -
Yangon Campus ( )/ Mandalay Campus () Date -
T Head of School
o}
Ce Line Manager & HR (Name)
Subject Request for PD
Course Title

Duration of the
Course
(from — to)

Type of Course
(online or physical)

Course Fees

Summary of the
Course

Please submit the
copy

of the following [] Registration Form
documents to Line
Manager
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Previous PD Name of the courses Course Pass/ Fail/ |[Document for the
approved by MISY Fee Ongoing Accomplishment
to HR ( Yes/ No )

How has your
previous PD
provided by MISY
improved your
career and to your
students?

All staff undertaking professional development training funded, or partly funded by the
school, will be asked to sign a document stating that the staff member will need to
make a commitment of at least one new school year or renewing their contract as an
employee of the school following the training or pay back all or some of the cost of the
training.

Previous Peer sharing of the staff (if any)

(All above information are true and | understand and agree the commitment)

Signature of the staff:

Date:
Line Manager Line Manager recommendation/Approved:
HoS Signature HoS Approved/Reject Remark:

The Head of School has to sign off after discussing and completing all the information
from HR and Finance Departments.
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Internal Use Only

1) Completed by HR

Joining Date

Attendance/Punctuality

Previous PD courses

Peer sharing

Last year appraisal feedback

Other remarks

Submit certificate ( after
completion the course )

Sign by HR Manager/Date

2) Completed By Finance

Amount Approved by HoS

Settle Date

Receipt / evidence

Other Remark

Singed by Finance Manager
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