
SOP Template: Self-Assessment Submission
Requirements for Teachers
This SOP details the self-assessment submission requirements for teachers, outlining the procedures for timely and
accurate completion of self-assessment forms, documentation standards, submission deadlines, and compliance with
educational guidelines. It ensures that teachers systematically reflect on their professional development, teaching effectiveness,
and student engagement to support continuous improvement and accountability within the educational institution.

1. Purpose
To ensure that all teachers consistently complete and submit self-assessment forms in accordance with institutional standards
for quality, accuracy, and timeliness. This supports ongoing professional growth and alignment with educational objectives.

2. Scope
This SOP applies to all full-time and part-time teaching staff required to undertake regular self-assessment as per institutional or
regulatory guidelines.

3. Responsibilities
Teachers: Complete and submit self-assessment forms by the specified deadline, ensuring accuracy and supporting
documentation.
Department Heads: Review submitted self-assessments for completeness and offer feedback where necessary.
HR/Administration: Collect, archive, and monitor adherence to submission requirements.

4. Procedures
1. Accessing the Form:

Obtain the latest self-assessment form from the official staff portal or designated contact.
2. Completion Guidelines:

Complete all mandatory fields honestly and reflectively.
Provide evidence or examples where required (e.g., lesson plans, student feedback).
Maintain confidentiality standards.

3. Documentation Standards:
Attach all supporting documents in the prescribed format (PDF, DOC, etc.).
Ensure documents are clearly labeled with your name, date, and section.

4. Submission Process:
Submit the completed self-assessment form and attachments via the designated online system or email to the
appropriate administrative contact.
Retain a copy for personal records.

5. Deadlines:
All self-assessments must be submitted by April 30th (or as per the institution's academic calendar).
Requests for extensions must be formally submitted at least five (5) working days before the deadline.

6. Compliance Review:
Submissions will be reviewed for completeness and compliance with guidelines. Non-compliance may result in
follow-up or corrective actions.

5. Compliance & Confidentiality
Teachers must adhere to all privacy and data protection policies when completing and submitting self-assessment
forms.
Breach of submission requirements or falsification of information may result in disciplinary action.

6. Record Keeping
Self-assessments and related documents will be securely stored in the staff records system for a minimum of five (5)
years.
Access to submitted assessments is restricted to authorized personnel only.

7. References
Teacher Self-Assessment Form (latest version)



Institutional Data Protection Policy
Academic Calendar and Deadlines Schedule

8. Revision History

Version Date Description Author

1.0 2024-06-15 Initial SOP release HR Department

Approval: ______________________ Date: ____________

This SOP is to be reviewed annually or as required by policy changes.
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