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Introduction 
The appraisal and development process revolves around three yearly conferences between teachers and their 
appraisers: the Goal Setting Conference, the Progress Conference, and End of Year Conference.   
 
Each conference provides an opportunity for teachers and appraisers to discuss continuous professional improvement 
and ways to effectively guide students toward greater achievement.  
 
During the conferences, appraisers and teachers discuss the teacher’s past and present performance, the teacher’s 
areas of strengths and improvement, and individualized professional development opportunities that support the 
teacher’s continued learning and professional growth.  

 

This Progress Conference Guide is intended as a resource for appraisers and outlines strategies to engage teachers in an 
effective Progress Conference. The following sections include information on: 
 

• How to prepare for the Progress Conference, including recommended actions that appraisers and teachers may 
take prior to each conference 
 

• What to expect during the Progress Conference, including recommendations on how to structure each 
conference , as well as sample guiding questions 

 
• Action steps to take after the Progress Conference 
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Progress Conference: Overview 
 

PROGRESS CONFERENCE 
Prior to the Progress Conference 

The teacher should: 
 
 Reflect on his or her teaching practice to date  

(recommended activity) 
 

 Come prepared to review development plan and 
progress made toward professional targets 
(recommended activity) 

 

The appraiser should: 

 Schedule time with the teacher for the Progress Conference 
 

 Complete at least one walkthrough of at least 10 minutes in 
length and one observation of at least 30 minutes in length 
prior to the Progress Conference—each followed by written 
feedback and in-person feedback for the observation 
 

 Collect information and assign formative ratings for all 
Instructional Practice and Professional Expectations criteria  

 
 Complete the Progress Conference Form 

 
 Review teacher’s development plan and consider progress 

made toward professional targets 

During the Progress Conference 
The teacher may bring: 

 Current version of development plan  
 Written feedback from observation(s) and 

walkthrough(s) 
 Teacher Self-Reflection form (for personal use only) 
 Planning materials 
 Copy of IP/PE rubric 
 Calendar (to schedule follow-up meetings or 

development plan check-ins) 

The appraiser may bring: 

 Current draft of development plan  
 Written feedback from observation(s) and walkthrough(s) 
 Progress Conference Form 
 Copy of IP/PE Rubric 
 Calendar (to schedule follow-up meetings or development 

plan check-ins) 
 Appraisal and Development Implementation Manual 

Appraiser may: 

 Communicate objectives for the conference and establish norms for communication 
 

 Engage with teacher in a reflective conversation about the teacher’s practice to date, including teacher’s strengths 
and areas for improvement  
 

 Provide formative ratings and comprehensive feedback for Instructional Practice and Professional Expectations 
 

 Review and discuss progress made on the teacher’s development plan, making adjustments as necessary 
 

 Establish clear next steps for the appraiser and teacher after the conference 

After the Progress Conference 
 Finalize any modifications to the teacher’s development plan. 
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Progress Conference: In Detail 
By the time you engage in the Progress Conference with the teacher, you will have completed at least one observation 
and one walkthrough, and provided the teacher with feedback for both. The objectives of the Progress Conference are 
to: 
 

• Discuss and reflect on the teacher’s performance to date using the performance expectations set forth  in the 
Instructional Practice and Professional Expectations rubrics  

 
• Provide the teacher with formative Instructional Practice and Professional Expectations ratings 

 
• Revisit development plans and modify if necessary 

 

Preparing for the Progress Conference 
To facilitate an effective conversation tailored to each teacher’s needs, consider the following recommendations when 
preparing for the Progress Conference. 
 

1. Schedule a reasonable amount of time. There is no required time limit for the Progress Conference. However, in 
order to accomplish the conference objectives, it is recommended that you to schedule 45-60 minutes with each 
teacher.   
 

2. Use the talking points and guiding questions in this document to prepare for the conference (see appendix). 
Consider the key pieces of feedback you would like to share with the teacher, as well as the goals and action 
steps you would like to propose.  

 
3. Prepare to discuss the teacher’s development plan. Consider whether the teacher met his or her professional 

targets and whether modifications need to be made to the teacher’s development plan. 
 

4. Consider how you will set a positive tone. Planning an effective Progress Conference also involves creating a 
positive environment that facilitates an effective, collaborative conversation about the teacher’s performance.  

• Arrange seating to facilitate discussion: The Progress Conference is intended to be a collaborative 
conversation between you and the teacher and the physical space should encourage a high level of 
interaction and participation. If possible, avoid sitting behind your desk and opt to sit at a small 
table. In this arrangement, all seats are considered neutral, promoting a participatory and open 
discussion environment.    
 

• Minimize distractions: Teachers should walk away from this conference feeling that their 
performance and professional growth is a priority. One way to communicate this message is to 
provide the teacher with your undivided attention during the Progress Conference. Prior to your 
conference, eliminate any distractions and turn off your cell phone, walkie-talkie or computer, and 
ask your secretary or assistant to avoid interrupting the conference unless there is an emergency. 
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• Arrive on time: Arriving to the Progress Conference on time communicates that this meeting is a 
priority for you and that you value the teacher’s time.  

 
5. Provide the teacher with a formative criterion score in all Instructional Practice and Professional Expectations 

criteria and record each formative criterion score on the Progress Conference Form.  It is recommended that you 
adhere to the following steps when considering a teacher’s formative criterion score: 
 

• Step 1:  Collect and prepare to review relevant 
evidence on the teacher’s performance for each 
criterion. Evidence may include: observations, 
walkthroughs, third party evidence, teacher-submitted 
evidence. 
 

• Step 2: Review evidence for each criterion before 
providing the teacher with a criterion score. A thorough 
review of various sources of information will provide 
you with a complete picture of a teacher’s performance 
in each criterion.  
 

• Step 3: Use the “Preponderance of the Evidence 
Standard” when determining a teacher’s criterion 
rating. This standard is met if the evidence, as a whole, 
best describes the indicators under a performance 
level. As you review, ask yourself:  

 
Under which performance level does most of the 

evidence I gathered for this criterion fall? 

If you have a close call, ask yourself: 

What level best describes the teacher’s current 
practice? 

 Is the teacher actively engaging in development of this 
criterion? 

• Step 4: Provide a rationale to support each criterion 
score by citing specific examples of a teacher’s practice 
grounded in the instructional and professionalism 
standards in the rubrics. 
 

• Step 5: Provide teachers with comprehensive 
feedback that is relevant to their practice and 
professional growth. 

 
• Step 6:  Repeat steps 1-5 for other criteria. 

Lessons From the Field:   What formative 
criterion score do I assign when I have data 
that support multiple performance levels? 

“I gave Mr. X score of “1” under I-5 
Maximizes instructional time during a 
walkthrough at the beginning of the year. I 
later conducted an observation and 
gathered evidence of Mr. X at a level 2 in I-5. 
During this time period, Mr. X took feedback 
from the walkthrough and observation and 
sought the assistance of his Teacher 
Development Specialist and grade level 
colleagues.  

A week ago, Ms. Y, my assistant principal, 
submitted third party information that she 
had observed evidence that Mr. X was at a 
solid level 3 in I-5. I conducted another 
walkthrough to confirm, and also found 
evidence that Mr. X was performing at a 
level 3 in I-5.    

I assigned Mr. X a “3” in I-5. How did I 
determine that score?  I looked at all the 
evidence I gathered and that Ms. Y 
submitted and asked, “What level does this 
evidence best describe?”  Most evidence was 
supported by the level 3 indicators, even 
though there was some evidence supported 
by level 1 and 2 indicators. Plus, even though 
Mr. X did not have a good start he improved 
to the point where I have sufficient evidence 
to show that his current practice in I-5 is at a 
level 3.” 

~HISD Principal 
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• Step 7:  Prepare a summary of the feedback provided on the Instructional Practice and Professional 

Expectations criteria to use as talking points during the Progress Conference. Your summary should 
include a summary of the teacher’s strengths and areas for growth. 

 
6. Provide the teacher with a formative rating in Instructional Practice and Professional Expectations, making 

sure to use the range tables on the Progress Conference Form. 

 

 

 

 

 

 

 

 

 

 

 

 

How to Calculate a Formative Instructional Practice and Professional Expectations Ratings 

Step 1:  Provide the teacher with a formative score in each IP and PE criterion 
 
Step 2: Sum the levels in IP and PE to obtain an overall score 
 
Step 3: Use the tables below to identify the formative rating based on the range 
 

Instructional Practice Score Ranges  Professional Expectations Score Ranges 
IP Rating Total IP Scores  PE Rating Total PE Scores 

 1 13-24  1 9-16 
2 25-34  2 17-23 
3 35-43  3 24-30 
4 44-52  4 31-33 

 
Step 4: Complete the IP and PE Formative Rating portion of the Progress Conference Form 
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During the Progress Conference 
Effective Progress Conferences can be structured in many different ways. The following agenda and guiding questions 
illustrate one way you can structure the Progress Conference. 
 

Progress Conference Agenda 

Introduction and Overview 
• State the purpose of the conference 
• Set expectations for feedback 
• Discuss the teacher’s questions on the appraisal and development system 

 
Teacher Self-Reflection on Performance  

• Ask teacher to reflect on his/her practice to date and the impact he/she is having on student learning 
 

Share Formative Instructional Practice and Professional Expectations Ratings 
• Share overall formative Instructional Practice and Professional Expectations ratings 
• Provide comprehensive feedback on teacher’s strengths and areas for growth 

 
Review and Update Teacher Development Plan 

• Discuss and review progress made toward professional targets 
• Identify new targets and necessary activities to promote professional growth, if necessary 

 
Next Steps and Closing 

• Ensure the following are complete and signed or on track for completion by January 17, 2012 
– Progress Conference Form 
– The teacher’s development plan, if transitioned to a new development plan 

 

Action Suggested Talking Points/Guiding Questions 

Introduction and 
Overview 
 
 

Thank the teacher for their time.  
 
Explain the purpose of the conference.   

• By the end of these [45 - 60] minutes, I hope we can (1) reflect on your performance (2) 
review your Instructional Practice and Professional Expectations ratings (3) review 
progress made toward your professional targets and make modifications if necessary.    
 

Set expectations for the feedback teacher will receive during this conference. You should have 
already given the teacher written feedback after at least one 30-minute observation and one 
10-minute walkthrough, which took place before this conference. This means that nothing 
should be a surprise!  (Note:  if teacher is taken aback by information you share in this 
conference, remember to be more direct in your written and/or verbal feedback) 

• Hopefully everything we discuss today resonates and reflects the feedback you have 
been getting to date. Today is a check point conversation to make sure we are on the 
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same page. 
 

Discuss questions on the appraisal and development system.  
• Before we begin, are there any questions that you have about this conference or the 

appraisal and development system in general? 
 

Teacher Self-
Reflection on 
Performance  
 
Need:  Teacher Self-
Reflection Form 

Discuss the teacher and student performance to-date.  
• Touching on the first objective of this conference, let’s start by reflecting on your 

instructional practice and professionalism over the past several months. 
 
Prompt the teacher for their thoughts on their performance, encouraging the teacher to 
contribute to this conversation. The following questions are examples of what you may ask the 
teacher to prompt or focus the conversation. 

• What are areas that are going well in your instructional practice/professionalism?    
• What are areas that you feel you would like to develop?  -Or- You identified that _____ 

was going well. What are areas that you would like to improve or change from last 
year? 

• As you review your students’ data thus far, are they making significant progress? In 
what area(s) are the students excelling/struggling?  

• Are you differentiating instruction sufficiently to meet the instructional needs of all your 
students?  

• What changes do you feel you need to make now to ensure success for all your students 
by the end of the year?  

• What specific skills, protocols, and tools do you need to improve your instructional 
effectiveness throughout the rest of the school year?  

•  
Some other possible sentence starters that you may use to encourage the teacher to contribute 
to this conversation include: 
 

• Over the past several months what did you learn? 
• In the coming weeks/months, what are you planning to do? Why? 
• Are you satisfied with the impact that you have on your students over the past several 

months? Please explain. 
 
 

Share Formative 
Instructional 
Practice and 
Professional 
Expectations 
Ratings 
 
Need: Any 
information used to 
support teacher’s 

Transition to second objective of Progress Conference. 
• Moving on to the second objective of today’s conference, I would like to discuss my 

feedback on your instructional practice and professionalism over the past several 
months.  
 

Provide teacher with comprehensive feedback and formative Instructional Practice and 
Professional Expectations ratings. All feedback should be based on specific information from 
the teacher’s practice. One way you can structure your feedback is as follows: 

• Overall, you are meeting these expectations [discuss teacher’s areas of strength and 
give specific examples] 
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criterion scores 
(e.g., observation 
and walkthrough 
data, student work 
samples, lesson 
plans) 
 
 

• There (is an area/are some areas) where you should continue to focus and grow. 
Specifically, [discuss teacher’s areas for growth, provide specific examples and next 
steps]. 

• We have just discussed [summarize strengths and areas for growth]. For this reason, 
[provide teacher with IP or PE rating]. 

 
Encourage the teacher to respond to your feedback and proposed next steps. Sample 
questions that you may use are located in the appendix. 
 
 
 
 
 
 
 

Review and Update 
Teacher 
Development Plan 
 
Need:  Individual 
Professional 
Development Plan 
(IPDP) or 
Prescriptive Plan for 
Assistance (PPA) 

Transition to third objective of the Progress Conference. 
• We are now going to tackle the third objective of this conference, which is to discuss the 

progress made on your development plan. 
 
Identify whether modifications should be made to the teacher’s development plan. Some 
questions you may ask are: 

• What is the progress you have made toward your professional learning/development 
target to date?  

• What are some examples to show that you are making progress toward or have 
accomplished your professional learning/development target?  

• Based on your reflection, it seems that you have not made as much progress toward 
your professional learning/development target as you expected, what are specific 
supports you need to achieve your professional learning/development target? 

• Are there any new focus areas you would like to add or amend in your development 
plan? Or additional activities you would like to consider?  
 

Next Steps and 
Closing 

Summarize any goals set and next steps that have been established to ensure the teacher 
leaves with a clear understanding of what was agreed upon.  

• During this meeting, we discussed [re-state professional targets] to help improve 
[student performance/your professional development].  We decided that you will 
achieve [target] by [state action plan], and that I will support you by [state appraiser 
supports]. 

 
Clarify the next steps in the appraisal and development process so teacher knows what to 
expect. 

• As we go through the remainder of the year, you should expect at least one 
unannounced walkthrough of at least 10-minutes in length after which I will give you 
written feedback. You should also expect at least one unannounced observation of at 
least 30-minutes in length after which I will give you written feedback and schedule a 

TIP:  Avoid getting in a debate over individual criterion scores by providing 
comprehensive feedback based on several specific examples from the 
teacher’s practice. 

 

! 
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post-observation conference with you. 
• We will also continue to monitor the progress you make on your teacher development 

plan.  
 

Thank the teacher for their time and ask if they have any final questions. 
 

 

After the Progress Conference 
After the Progress Conference, please remember to take care of the following items: 
 

• Finalize the Progress Conference Form. Ensure the Progress Conference Form is complete and signed by you and 
the teacher by January 17, 2012.   
 

• Finalize modifications or revisions to Teacher Development Plan. You and the teacher must finalize 
modifications or revisions to the teacher’s development plan. 
 

o Note: If the teacher is starting a new development plan (e.g., a teacher that was on a PPA is 
transitioning to an IPDP) ensure the teacher’s new development plan is complete and signed by you and 
the teacher. 

 
• Follow-up on next steps/supports. Follow up with the teacher on any supports you agreed to provide, in the 

timeline that you agreed upon.   
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

TIP:  Immediately following the Progress Conference, remind yourself of any follow 
up action you agreed to take by scheduling a reminder on your Outlook calendar. 

 ! 
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Appendix:  Key Questions 
The following questions are organized according to performance in each criterion category. You may choose to ask 
teachers these questions during any one of the three conferences to prompt a joint discussion on their performance.  

 
I. Level 4  

 
a. Given your strength(s) in ____, would you be willing to coach, allow observations by, or co-teach with 

teachers who are struggling in these areas? 
b. How best can I support you in continuing to have such a positive impact on student learning outcomes? 
c. What types of learning opportunities would you like to participate in to further develop your leadership 

skills? 
d.  As you think about your professional learning and the needs of your students, have you identified any 

action research to implement this school year? What support do you need to accomplish this research?   
e. In your opinion, what are the most successful strategies you have implemented since the beginning of the 

year? 
f. As you move into the next phase of the school year, what are your 3 highest priorities for your students? 

 
II. Level 3 

a. What types of learning opportunities do you think you need to further improve your student’s learning 
outcomes? 

b. What types of learning opportunities would you like to participate in to further develop your leadership 
skills? 

c. As you think about your professional learning and needs of your students, have you identified any action 
research to implement this school year? What support do you need to accomplish this research? 

d. Are there any leadership roles currently available that are of interest to you? 
e. In your opinion, what are the most successful strategies you have implemented since the beginning of the 

year? 
f. As you move into the next phase of the school year, what are your 3 highest priorities for your students? 

 
III. Level 2 

a. What types of learning opportunities do you think you need to improve the learning outcomes of your 
students? 

b. Are there teachers in the building you would be interested in learning from? 
c. As you plan for the individual needs of students in your classroom, what data sources do you currently use 

to identify the academic performance of each student? 
d. As you plan your lessons, what resources are you using? How are you identifying appropriate learning 

outcomes for your students? And how far in advance are you planning your lessons?” 
e. How best can I support you in improving your instructional practice? 
f. In your opinion, what are the most successful strategies you have implemented since the beginning of the 

year? 
g. As you move into the next phase of the school year, what are your 3 highest priorities for your students? 
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IV. Level 1 
a. What types of learning opportunities do you think you need to improve the learning outcomes of your 

students? 
b. As you plan your lessons, how do you utilize HISD’s written curriculum to determine instructional strategies 

and learning outcomes? What type of support do you need related to these tools? 
c. What types of formative assessments are you using in the classroom? (daily quizzes, student work samples, 

etc.) 
d. Are there teachers in the building you would be interested in learning from? 
e. As you plan for the individual needs of students in your classroom, what data sources do you currently use 

to identify the academic performance of each student? 
f. How best can I support you in improving your instructional practice? 
g. In your opinion, what are the most successful strategies you have implemented since the beginning of the 

year? 
h. As you move into the next phase of the school year, what are your 3 highest priorities for your students? 

 


