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 Tool Used when Description 
1 Notes for SPR team leads Pre review and training 

day 
This document has been formulated to help 
explain the SPR process for team leads and co-
leads.  It can also be used by team members to 
increase understanding of the process.  

2 Purpose & Domains Pre-review This is an introductory document to the SPR 
process, explaining the purpose of the SPR.  There 
is also an explanation of the four domains that are 
the pillars of the SPR process.  

3 SAESC non-negotiables Pre-review  This is an introductory document which explains 
the values that underlie the SPR process. 

4 School Peer Review- Generic 
Schedule Guideline 

Populated pre-review, 
followed during the 
review process.  

This is a template created in excel. The team lead 
can use this template to schedule the entire review 
process. There are spaces to add times, breaks and 
activities as appropriate.  

5 SPR Evidence Worksheet  Pre-review and during 
review.  

This document states the specific evidence that the 
SPR team should be gathering during the review 
period. It also stipulates how this evidence can be 
gathered, and who in the team is responsible for 
gathering the evidence.  

6 SPR Self Evaluation 
Instrument 

Pre-review for school. 
Training day for SPR team 

This document is filled out by the school’s 
leadership team pre-review. We suggest that the 
review team reads through the self-evaluation 
before the team meets for training. During training 
the team goes through the self-evaluation together 
in order to formulate questions for understanding 
and enquiry during the first team interview with 
the school leadership.  

7 SPR-Roles-Responsibilities  Training Day This document sets out what is required by the SPR 
team. It is a comprehensive guideline of DOs and 
DON’Ts. The review team should go through this 
guideline carefully and agree to honour it.  This 
should be done before the code of conduct is 
signed.  

8 SPR Code of conduct for 
reviewers  

Training day This document is signed to ensure that the SPR 
team is aware that they will have access to 
confidential information as well as being in a 
position of privilege. The signing of this document 
shows that the team members understand and 
accept what is expected of them during the SPR 
process.  

9 SPR Classroom Observation 
Notes (detailed) 

During review period, day 
1 and 2 

This template is used during the classroom 
observations. It is very important that this 
template is explained well and understood fully by 
the team members who will be using them. This 
template suggests what team members should 
look for during observations, and reminds them of 
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the need for evidence for all observations.   This 
template is recommended for team members new 
to the SPR process, or as a recap during the 
training exercise for experienced team members. It 
is possible to go from using the detailed template 
to the general observation template.  

10 SPR Classroom Observation 
Sheet 

During review period, day 
1 and 2 

This template serves the same purpose as the 
detailed observation sheet. However, it only has 
space for the recording of observations and 
evidence rather than reminders of what to look for 
during the observation period. On both 
observation sheets there is a space for reflection. 
This may help observers recognise their feelings or 
record any potential bias during the observation.  

11 SPR Conversation Starters  During review period This document gives conversation starters for 
interviews to be conducted during the review 
period. These include conversation starters for 
interviews with students, teachers, and parents. 

12 SPR-Meeting-Review-Form During review period This template can be used during meetings with 
stakeholders, as it includes questions that could be 
asked during the meeting. 

13 SPR Teacher Subject File 
Check 

During review period, 
normally day 2 

This document is used when team members are 
going through teachers’ subject files. There are 
certain documents that must be included in the 
teacher’s file that can be recorded on the teacher 
subject file check template. We suggest that this 
checklist be completed for every subject that every 
teacher teaches during the review process.  

14 SPR Student Academic 
Material Check 

During review period, 
normally day 2 

This document is similar to the teacher subject file 
check document, but is used to check the students’ 
workbooks. These need to show evidence of 
teaching in their workbooks, which can be 
recorded on the template. Not every student’s 
books can be checked, so we suggest that only a 
sample per class is checked.  
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