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1. POLICY STATEMENT 

1.1 This Policy sets out the framework for a clear and consistent assessment of the overall 
performance of teachers, including the Head Teachers, and for supporting their development 
within the context of the School plan for improving educational provision and performance, and 
the standards expected of teachers. It also refers to the arrangements that will follow when 
teachers’ performance falls below the levels of competence that are expected of them. 

1.2 The purpose of effective performance management is to promote a transparent, fair and 
measurable system, which is aligned to and will drive and achieve the organisation’s 
Improvement Plans, and self-evaluation processes.  Khalsa Primary School (hereafter referred 
to as the ‘Employer’), aims to achieve this by empowering every employee to participate fully in 
performance management.   

1.3 Successful performance management is central to successfully delivering the organisation’s 
strategies.  The Employer is committed to improving and building high levels of motivation and 
commitment amongst employees, evaluating achievement against objectives, recognising and 
rewarding contribution, whilst measuring effectiveness and outputs. This should also enhance 
organisational capability  

1.4 The Employer is committed to promoting effective, relevant and sustained Continuous 
Professional Development (CPD) throughout teachers’ careers.  This should be achieved by 
identifying training and development needs, whilst sharing best practice through recognising 
and sharing areas of improvement and excellence.  Such training will include relevant guidance 
for Appraisers and teachers. 

1.5 Effective performance management is a confidential, ongoing and core activity for all 
employees. It involves an assessment of overall performance against a teacher’s job 
description, knowledge, skills, and experience. It is also underpinned by all of the Teachers’ 
Standards which are key drivers that will be used to successfully improve the educational 
provision for pupils and improve individual and organisational performance to support the 
Employer’s future development. 

1.6 The appraisal process requires professional dialogues to take place throughout the year to 
develop open and constructive relationships and create a shared understanding of expectations 
about work.  All employees are expected to embrace the performance management process. 

2. PURPOSE AND SCOPE 

2.1 This Policy and Procedure applies to any Teacher or Instructor employed for one term or more 
by Khalsa Primary School. 

2.2 This Policy and Procedures do not apply to any teacher undergoing the Induction year (Newly 
Qualified Teachers - NQTs) or those who are the subject of the Capability Procedures, or supply 
teachers employed on a day-to-day or other short-notice basis rather than under a contract of 
employment. 

2.3 This Policy and Procedures should be read in conjunction with: 
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 The Capability Policy which applies to teachers and Head Teachers about whose 
performance there are serious concerns that the appraisal process has been unable to 
address; 

 The relevant legislation governed by the National College for Teaching and Learning 
(NCTL) in respect of teacher misconduct; and 

 The Pay Policy. 

2.4 This Policy is not contractual and can be replaced or amended by the Employer from time to 
time. 

3. PRINCIPLES 

3.1 This Procedure will be applied fairly and consistently to all employees regardless of age, 
disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, 
religion or belief, sex, sexual orientation, fixed term or part time status.  

3.2 Where a teacher moves to a new post in a new educational establishment, the Head Teachers 
may pass on relevant information about whether a teacher is, or has been subject to the 
Capability procedures in the two year period immediately prior to the post for which they have 
applied. 

3.3 The Head Teachers will do what is necessary to ensure teaching and learning standards are 
evaluated, and ensure that proper standards of professional practice are established and 
maintained. 

3.4 Appraisal will be a supportive and developmental process designed to ensure that all teachers 
have the skills and support they need to carry out their role effectively. It will help to ensure 
that teachers are able to continue to improve their professional practice and to develop as 
teachers. 

4. MEETINGS 

4.1 The procedures that follow involve meetings between employees and Employer’s Managers or 
Governors.  These meetings fall into two categories. 

4.2 Informal Meetings   

4.2.1 Meetings between a Manager and an employee to discuss and/or investigate a particular 
issue/s, or provide guidance, support or direction to the employee are ‘Informal Meetings’ and 
are referred to as such in this Policy.   

4.2.2 It is important for employees and Managers to note that an Informal Meeting cannot result in:  

 the employee being issued with a warning;  

 a decision to dismiss the employee; or 

 any other form of sanction that may be available in the particular circumstances;  
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without a Formal Meeting having taken place.   

4.2.3 Informal Meetings are part of the normal process of managing operations. In the context of the 
Employer’s Policies it is possible that an Informal Meeting will happen as part of a formal 
process, and/or that a Formal Meeting will follow on from an Informal Meeting. 

4.2.4 Employees will not normally receive advance written notification that an Informal Meeting is 
going to take place, neither will an employee normally receive advance notification of what is 
going to be discussed at the meeting.   

4.2.5 The Employer’s overriding need to manage its operational functions effectively, without delay 
and in ways that are proportionate to the issues at stake, will often mean it is not reasonable or 
necessary to: issue invite letters; set out agenda items; and collate necessary documentation, 
before holding an Informal Meeting.   

4.2.6 Employees are not entitled to be accompanied to Informal Meetings by a Trade Union 
Representative or a work colleague.  If an employee feels that special circumstances render it 
reasonable and necessary for a companion to be present, then the Manager will give 
consideration to any reasons advanced at, or in advance of, the Informal Meeting and will notify 
the employee of their decision. 

4.2.7 Where the Manager agrees to allow an employee to be accompanied at an Informal Meeting, 
this will not be regarded as setting a precedent. 

4.3 Formal Meetings 

4.3.1 Where the outcome of a meeting may be that:  

 the employee is issued with a warning;  

 a decision is taken to dismiss the employee;  

 any other form of sanction that may be available in the particular circumstances be 
imposed; or  

 a decision is taken regarding any appeal against any sanction being imposed; or 

 the meeting takes place under a statutory procedure which specifically engages a right to 
be accompanied; 

then the meeting is a Formal Meeting and the following procedural safeguards will be engaged.  

4.3.2 The employee will be invited to the Formal Meeting, in writing, a reasonable amount of time 
before the meeting is to take place.   

4.3.3 The invite letter will notify the Employee of the following:  

 the issues to be discussed at the meeting;  

 the person/s who will conduct the meeting;  

 any sanction that may be imposed at the end or after the meeting; and 
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 a Companion (see below) may attend with the employee.   

4.3.4 The employee will normally be provided with copies of any documents that are relevant to the 
issues to be discussed at the meeting a reasonable amount of time before the meeting is to 
take place.   

4.3.5 The employee may be accompanied to a Formal Meeting by a Trade Union Representative, an 
official employed by a Trade Union, or a work colleague (the Companion) provided they make a 
reasonable request to this effect.  The employee will not be entitled, and is not permitted, to be 
accompanied by any person who does is not a Companion as defined in this paragraph.  

4.3.6 The Companion may:  

 ask questions for the employee;  

 make submissions on the employee’s behalf; 

 act as note-taker for the employee; and 

 make opening and/or closing statements for the employee.   

4.3.7 The Companion may not: 

 answer questions for the employee; or 

 intercede to prevent or discourage the employee from answering questions honestly and 
openly.   

4.3.8 The outcome of the Formal Meeting will be notified or confirmed to the employee in writing 
within a reasonable amount of time after the meeting has taken place.   

5. THE APPRAISAL PERIOD 

5.1 The appraisal period will run for twelve months from 1 September to 31 August. 

5.2 If the Employer wishes to conduct a skills audit, these will normally take place by the end of 
September in any year.  

5.3 Teachers who are employed on a fixed term contract of less than one year will have their 
performance managed in accordance with the principles underpinning this policy. The length of 
the period will be determined by the duration of their contract.  

5.4 Where a teacher starts their employment part-way through an appraisal cycle, (hereafter 
referred to as a ‘Cycle,’) the Head Teacher or, where the teacher is the Head Teacher, the 
Governing Body shall determine the length of the first Cycle for that teacher, with a view to 
bringing their Cycle into line with the Cycle for other teachers as soon as possible.  

5.5 Where a teacher transfers to a new post within the organisation part way through a Cycle, the 
Head Teacher or, in the case where the teacher is the Head Teacher, the Governing Body shall 
determine whether the Cycle shall begin again and whether to change the Appraiser.  
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6. THE ANNUAL APPRAISAL CYCLE 
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7. APPOINTMENT OF APPRAISERS FOR TEACHERS 

7.1 The Head Teacher will be appraised by the Governing Body, supported by a suitably skilled 
and/or experienced external advisor who must be appointed by the Governing Body for that 
purpose. 

7.2 The task of appraising the Head Teacher, including the setting of objectives, will be delegated to 
a sub-group consisting of two/three members of the Governing Body which may include the 
Chair.  No Governor who is a teacher or other employee may be appointed as an Appraiser for 
the Head Teacher. 

7.3 The Head Teacher will decide who will appraise other teachers.  This will normally be: 

 The Head Teacher; 

 Relevant members of the strategic leadership team; or 

 An appropriate teacher who has a clear line management overview of a teacher’s work. 

7.4 A teacher(s) specifically identified to undertake appraisal of other teachers in the organisation 
(normally this will be a teacher with management responsibility) 

7.5 The Head Teacher will be the Appraiser for those teachers s/he directly line manages and will 
delegate the role of Appraiser, in its entirety, to the relevant line managers for some or all other 
teachers.  

7.6 Line managers will be the Appraisers for all those teachers they line manage.  The maximum 
number of appraisals that any line manager will normally be expected to undertake per Cycle is 
five unless the manager is a member of the SLT.  

7.7 Where a teacher has more than one line manager the Head Teacher will determine which line 
manager will be best placed to manage and review the teacher’s performance.  

7.8 Where the Head Teacher decides at any time that a person who has been designated as an 
Appraiser is no longer suitable for professional reasons, or is no longer able to perform those 
duties for any reason, s/he may perform the duties themself or delegate them in their entirety 
to another teacher.  

7.9 All line managers to whom the Head Teacher has delegated the role of Appraiser will receive 
appropriate preparation for that role.  

8. OBJECTIVE SETTING 

8.1 Objectives will be set before, or as soon as practicable after, the start of each appraisal period.  
The purpose of effective objective setting is to improve teachers’ performance and professional 
practice.  Objectives set for each teacher will incorporate the Teachers’ Standards, be SMART 
(Specific, Measurable, Achievable, Realistic, Time bound) rigorous, and challenging.  They will 
also be appropriate to the teacher’s role and level of experience. 

8.2 The Appraiser will take into account the effects of an employee’s circumstances, including any 
disability, when agreeing objectives. For example, this might include a reasonable adjustment 
to allow an employee slightly longer to complete a task than might otherwise be the case. 
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When employees return from a period of extended absence, objectives may be adjusted to 
allow them to readjust to their working environment.  Where appropriate, Occupational Health 
and/or HR advice should be sought. 

8.3 The Appraiser and teacher will seek to mutually agree the objectives but where this cannot be 
achieved the Appraiser’s decision is final.  When objectives are imposed, the teacher will still be 
expected to do their best to make good progress against the objective set. Objectives may be 
revised if circumstances change. 

8.4 Head Teachers and Appraisers will assess teachers against the Teachers’ Standards to a level 
that is consistent with what should reasonably be expected of a teacher in the relevant role and 
at the relevant stage of their career. 

8.5 The objectives set for each teacher, including the Head Teacher, will, if achieved, contribute to 
the Employer’s plans for improving the educational provision and performance and improving 
the education of pupils, as well as ways of developing and improving teachers’ professional 
practice. This will be achieved by ensuring that the: 

 Pupil progress objective (all teachers) addresses the key attainment priority identified by 
the School Improvement Plan; 

 Professional development objective (all teachers) addresses the key development priority 
identified by the annual audit against teacher standards  (see Appendices A & B); 

 Leadership and management objective (all teachers with leadership responsibilities) 
addresses the key development priority identified by consideration of the leader’s 
effectiveness.  

8.6 Before, or as soon as practicable after, the start of each appraisal, each teacher will be informed 
of the standards against which that teacher’s performance in that appraisal period will be 
assessed. All teachers will be assessed against the Teachers’ Standards (see Appendix A).  
Assessments will also be conducted (if appropriate) against any other standards considered to 
be relevant, to include the Employer’s own Leadership expectations. 

8.7 Objectives set must be focused on priorities, skills and core competencies, rather than being 
completely task specific.  They will reflect the Teachers’ Standards and team, year and/or whole 
school objectives.  The objectives should also reflect teacher’s professional aspirations in 
relation to teaching and learning as part of ongoing professional dialogue throughout the year; 
objectives should be reviewed to ensure they are still relevant. 

8.8 When agreeing objectives both parties must ensure that the objective builds upon the strengths 
of the employee whilst not forgetting the necessity of developing areas of limitation.   

8.9 Performance criteria for each objective should be provided to the teacher and make it clear to 
the employee what success against the objective looks like.  For example, the Appraiser should 
clearly outline what their is expecting to be achieved by the teacher and what s/he will take 
into account at the end of the Cycle when making a judgment of progress.  There should be no 
surprises. Teachers are responsible for ensuring that they receive the support agreed at their 
appraisal in order to assist them to achieve their objectives. 

8.10 All teachers, including the Head Teacher, will have a minimum of three objectives and no more 
than four including the Head Teacher will not necessarily all have the same number of 
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objectives.  The number of objectives should reflect the level of responsibility a teacher holds.  
All teachers, including the Head Teacher will have a whole school objective directly related to 
pupil progress. The degree of difficulty or challenge entailed in an objective should be taken 
into account in each individual case when determining the number of objectives a teacher 
should have. 

8.11 Though performance management is an assessment of overall performance of teachers and the 
Head Teacher, objectives cannot cover the full range of a teacher’s roles/responsibilities. 
Objectives will, therefore, focus on the priorities for an employee for the Cycle.  

9. PREPARATION FOR THE APPRAISAL MEETING AND SELF EVALUATION 

9.1 Performance management is a shared responsibility requiring both parties to engage fully.  
Both parties must ensure they are properly prepared. 

9.2 Appraiser Responsibilities 

9.2.1 In preparation for the appraisal meeting, the Appraiser should ensure that all the relevant 
contextual documentation is available for the meeting and has been shared with the teacher.  
Such documentation could include, but not be limited to: 

 A copy of the Teachers’ Standards; 

 The teacher’s job description; 

 The Employer’s improvement priorities; 

 Any staffing policies which are applicable to the teacher; 

 Data relating to pupil progress. 

Pay progression criteria will include teacher assessment against the Teachers’ Standards and 
pupil progress.  In all cases, pay progression will be clearly attributable to performance. 

9.2.2 The Appraiser is responsible for considering: 

 What the employee is capable of achieving against departmental/whole school plans and 
the requirements of Section 8 of these procedures; 

 The teacher’s professional aspirations which are related to improving the education of 
pupils and pupil progress; 

 How and to what extent objectives set will meet the Teachers’ Standards;  

 Whether the employee is approaching eligibility to be assessed for threshold progression; 
and 

 What can reasonably be expected of the teacher. 

9.2.3 The Appraiser should identify the teacher’s CPD needs. They will consult with those with 
relevant direct knowledge of the teacher regarding possible objectives, and performance 
criteria evidence.  Where the teacher has more than one manager, the Appraiser should consult 
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other line managers in confidence about their performance during the Cycle under review and 
the issues to be explored in the next Cycle. 

9.2.4 The planning process will inform the Employer’s management policies in respect of future 
financial and academic years and the cost of development and training. 

9.3 Teacher Responsibilities 

9.3.1 In preparation for the meeting the teacher is responsible for: 

 Reflecting upon their achievements since the last appraisal Cycle;  

 Considering the progress made against agreed performance criteria; 

 Obtaining copies of relevant documentation, evidence and observations; 

 Identifying any issues which have affected their performance; 

 Considering any issues regarding the support they need; 

 Reflecting upon the impact upon any CPD undertaken; 

 Considering what s/he would like to achieve in the next Cycle; 

 Identifying any professional development needed by considering which professional 
standards they need to develop; 

 Considering their professional career aspirations which are related to improving the 
education of pupils and pupil progress. 

10. APPRAISAL MEETINGS  

10.1 At the appraisal meeting the Appraiser and teacher should consider and agree:  

 The teacher’s objectives; 

 The performance/success criteria against which the teacher's performance will be 
assessed; 

 Classroom observation arrangements, where appropriate; 

 That the Teachers’ Standards continue to be met satisfactorily; 

 Which of the Teachers’ Standards are relevant to their progression by considering which 
professional standards their needs to develop to secure improving the education of pupils 
and pupil progress; 

 Where threshold progression is approaching, which threshold standards are relevant; 

 Any other evidence which will be considered in assessing the teacher’s overall 
performance; 
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 The support to be provided (if necessary); 

 The timescales for the achievement of the objectives; 

 Teacher’s professional aspirations and what s/he might like to achieve in the next Cycle; 

 The teacher’s training and development needs and the actions that will be taken to 
address them; 

 Any CPD provision in accordance with the budget available (see Section 10); 

 How progress will be monitored during the year. 

11. REVIEWING PERFORMANCE 

11.1 CLASSROOM LESSON OBSERVATIONS 

11.1.1 The Employer believes that observation of classroom and leadership practice is important both 
as a way of assessing teachers’ performance in order to identify any particular strengths and 
areas for development they may have, and gaining useful information which can inform school 
improvement more generally.  All lesson observations will be carried out in a supportive 
fashion). 

11.1.2 The Governing Body is committed to ensuring that classroom observation is proportionate, 
developmental and supportive and capable of being used for a variety of purposes, e.g. 
monitoring and self-evaluation.  Those involved in the process will: 

 Carry out the role with professionalism, integrity and courtesy; 

 Evaluate objectively; 

 Report accurately and fairly; and 

 Respect the confidentiality of the information gained. 

11.1.3 The total period for classroom observation arranged for any teacher who is not being managed 
under Appendix C, will normally be a minimum of two/three lesson observations per academic 
year having regard to the individual circumstances of the teacher. The amount of observation 
for each teacher should reflect and be proportionate to individual needs and the needs of the 
Employer. ‘Proportionate to need’ will be determined by the Appraiser.  

11.1.4  Lesson observations will be focussed upon gathering evidence towards a judgement on the 
standard of teaching and learning over time, and will relate to the emphases within appraisal 
targets.  Where such lesson observations take place, teachers may request that such 
observations are announced.  The school will work towards the practice of gathering video 
footage (with consent) that can be used as part of INSET sessions (models of good practice). 

11.1.5 Observation should have a clear and agreed focus because it should be reasonable and fit for 
purpose and not be carried out for its own sake.  However this does not prevent some other 
issues or concerns that emerge during an observation from being properly addressed. 
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11.1.6 Where evidence emerges about the teacher’s teaching performance which gives rise to concern 
during the Cycle, additional classroom observations may be arranged as is necessary reasonable 
and proportionate.   

11.1.7 Information gathered during the observation will be used, as appropriate, for a variety of 
purposes including informing self-evaluation and school improvement strategies.  

11.1.8 Classroom observation will only be undertaken by those with QTS or Qualified Teachers 
Learning and Skills (QTLS), and have the appropriate professional skills to undertake 
observation.  Through professional dialogue between colleagues, employees will be provided 
with constructive verbal and written feedback and support.  

11.1.9 Verbal feedback will be given as soon as possible after the observation and without undue 
delay. It will be given in a suitable, private environment. Written feedback will normally be 
provided within ten working days of the lesson observation taking place. If issues emerge from 
an observation, these should also be covered in the written feedback and the appropriate 
action taken.    

11.1.10 The written record of feedback also includes the date on which the observation took place, 
the lesson observed and the length of the observation. The teacher may append written 
comments on the feedback document. No written notes in addition to the written feedback will 
be kept. 

11.1.11 During the academic year those employees with leadership responsibilities will ‘drop in’ to 
lessons.  The main purpose of these ‘drop ins’ is to provide a mechanism for leaders to 
understand first hand what practice is being demonstrated in classrooms and to identify and 
evaluate ways to enhance the curriculum and the provision of educational opportunities for the 
pupils.  

11.1.12 In circumstances outlined above, no written feedback will be provided as these will not be 
regarded as formal lesson observations.  Any concerns from a leadership walk/drop ins will not 
be used directly as evidence in respect of the appraisal process.  However if a leadership 
walk/drop in raises cause for concern in respect of any aspect of a teacher’s classroom practice, 
the teacher will be informed.  Where necessary and appropriate, further investigation may be 
undertaken which might include further lesson observations.  Should the result of further 
investigation identify that a teacher is not meeting the Teachers’ Standards at the appropriate 
career stage, the procedure outlined in Appendix C will be implemented. The arrangements in 
respect of lesson observations as outlined in Section 11 apply to all employees irrespective of 
their position, including the application of Appendix C as appropriate. 

12. DEVELOPMENT TRAINING AND SUPPORT   

12.1 Appraisal is a supportive process that will be used to inform continuing professional 
development. The Employer wishes to encourage a culture in which all teachers take 
responsibility for improving their teaching through appropriate professional development. 
Professional development will be linked to improvement priorities and to the ongoing 
professional development needs and priorities of individual teachers as detailed in Section 8, 
Objective Setting. 

12.2 The Governing Body will ensure in the budget planning that, as far as possible, appropriate 
resources are made available in the budget for any training and support agreed for teachers. 
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12.3 An account of the training and development needs of teachers in general, including the 
instances where it did not prove possible to provide any agreed CPD, will form a part of the 
Head Teacher’s annual report to the Governing Body about the operation of the performance 
management. 

12.4 With regard to the provision of CPD in the case of competing demands on the budget, a 
decision on relative priority will be taken with regard to the extent to which: (a) the CPD 
identified is essential for a teacher to meet their objectives; and (b) the extent to which the 
training and support will help the Employer to achieve its priorities. The Employer’s priorities 
will have precedence.  

13. FEEDBACK   

13.1 Teachers will receive constructive feedback on their performance throughout the year and as 
soon as practicable after observation has taken place or other evidence has come to light. 
Feedback will highlight particular areas of strength as well as any areas that need attention 
when any appropriate action required will be discussed and implemented as appropriate. 

13.2 Where there are any concerns about any aspects of the teacher’s performance the Appraiser 
will meet the teacher formally as outlined in Appendix C. 

13.3 When progress is reviewed, if the Appraiser is satisfied that the teacher has made, or is making, 
sufficient improvement, the appraisal process will continue as normal, with any remaining 
issues continuing to be addressed though that process.  

13.4 Professional dialogue should take place between the Appraiser and teacher throughout the 
year as matter of routine, though there is no formal requirement for meetings between the 
Appraiser and teacher to be held. 

14. TRANSITION TO THE CAPABILITY PROCEDURE 

14.1 If the Appraiser is not satisfied with progress, the teacher will be notified in writing that the 
appraisal system will no longer apply and that their performance will be managed under the 
Capability Procedure.  This written notification will trigger and signal the commencement of the 
formal capability procedure. 

15. ANNUAL ASSESSMENT 

15.1 Each teacher's performance will be formally assessed in respect of each appraisal period. In 
assessing the performance of the Head Teacher, the Governing Body will consult an appropriate 
advisor.  

15.2 Performance and development priorities for each teacher will be reviewed and addressed on a 
regular basis throughout the year by methods that include interim meetings and/or by: 

 Lesson observations; 

 Planning and work scrutiny (standards and feedback); 

 Meeting with their Appraiser as necessary; 
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 Mid-Cycle review meeting with Appraiser; 

 Observation / scrutiny of leadership and management activities where appropriate; 

 Other feedback obtained during the Cycle relevant to the teacher’s overall performance. 

15.3 Teachers will receive their written appraisal reports no later than 31 October, and in the case of 
the Head Teacher, 31st December.  The appraisal report will include:  

 Details of the teacher’s objectives for the appraisal period in question;  

 An assessment of the teacher’s performance of their role and responsibilities against their 
objectives and the relevant standards;  

 An assessment of the teacher’s training and development needs; and 

 A recommendation on pay. 

15.4 The assessment of performance and of training and development needs will inform the 
planning process for the following appraisal period. 

15.5 Any recommendations on pay will be sanctioned by Head Teacher before they are taken to the 
Governing Body for final approval. 

16. CONFIDENTIALITY 

16.1 The whole performance management process and the reports generated under it, in particular, 
will be treated with strict confidentiality at all times. Statements must not be shown or 
discussed inappropriately. The process of gathering evidence for performance review will not 
compromise normal professional relationships between teachers. 

16.2 Only the teacher's line manager or, where s/he has more than one, each of her/his line 
managers will be provided with access to the teacher's written appraisal report upon request, 
where this is necessary to enable the line manager to discharge her/his line management 
responsibilities. Members of SLT, line managers with direct knowledge of the teacher, and the 
HR Provider will also have access to the review statement where necessary.  

16.3 Ofsted Inspectors may request to see copies of appraisal records. These will only be shared in 
an anonymised form.  All appraisal information will be held in SIMS. 

17. CONSISTENCY OF TREATMENT AND FAIRNESS 

17.1 The Governing Body is committed to ensuring consistency of treatment and fairness in the 
operation of performance management.  To this end, the Head Teacher will retain the overall 
responsibility for ensuring the quality assurance of the appraisal process. An appropriate 
member of the senior management team may be responsible for the monitoring process where 
the Head Teacher so decides.  

17.2 As part of its ongoing commitment to equality, and fairness the Governing Body will review the 
quality assurance processes when the performance policy is reviewed. 
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17.3 The Governing Body will monitor the operation, effectiveness and outcomes of the appraisal 
arrangements, but will not have sight of associated documentation. 

18. HEAD TEACHER’S REPORT 

18.1 The Head Teacher will be responsible for the provision of an annual report for the Governing 
Body on any relevant issues to include those which relate to underperformance, and any 
resultant action required, how effective the appraisal procedures have been during the year 
and the training and development needs of teachers.    

18.2 The report should ensure that no individual teacher can be identified. 

19. THRESHOLD PROGRESSION 

19.1 Threshold assessment will be made in consideration of the relevant terms and conditions set 
out in the STPCD in force from time to time and the Pay Policy. 

19.2 Teachers who do not hold QTS are not eligible to be assessed against post Threshold Standards.   

19.3 The Head Teacher will first assess whether the outcomes of the performance management 
reviews evidence that the teacher has met the Teachers’ Standards.  The Head Teacher must 
also be satisfied that the teacher has worked at the level indicated by the post Threshold 
Standards for a sustained period immediately prior to requesting assessment. The Head 
Teacher will need to establish whether or not the evidence is representative of the teacher’s 
overall performance against the post Threshold Standards. 

19.4 If the evidence does not demonstrate that the teacher has met the Teachers’ Standards or the 
relevant performance management objectives the application must be rejected, and the 
Governing Body informed.  The teacher is entitled to appeal against such decisions via the 
process outlined in the Teacher’s Pay Policy. 

19.5 In either case, the teacher will be notified of the Head Teacher’s decision without undue delay.  
Feedback should be provided to all teachers irrespective of whether their assessment was 
successful or not. 

20. SICKNESS 

20.1 If long-term sickness absence appears to have been triggered by the commencement of 
monitoring or a formal capability procedure, the Employer recognises that this may cause 
anxiety and stress.  In such circumstances the Employer still needs to deal with these matters 
promptly, and the case will be dealt with in accordance with the Attendance at Work Policy and 
Procedures. 

21. GRIEVANCES 

21.1 Where the Employer takes action under this procedure, or is commencing or is contemplating 
invoking the Capability Procedures, an employee may not raise a grievance in respect of the 
same, but must use the Grievance Procedure to address any concerns or complaints they may 
have. 
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21.2 Where the grievance and appraisal or capability cases are related, in some circumstances it may 
be appropriate to deal with both issues concurrently.  Unless it would be manifestly unfair to do 
so, a Capability Procedure that is underway at the time a grievance is submitted, will continue 
alongside any Capability Procedure that is necessary and will not be put into a state of 
abeyance pending the outcome of the grievance.   

22. APPEALS PROCEDURE 

22.1 An employee has the right to appeal against an appraisal decision. 

22.2 The employee must inform the Employer in writing of their wish to appeal within five working 
days of receiving the completed Performance Review Form.    

22.3 The employee must set out the specific grounds for appeal, if appropriate detail any new 
evidence that has come to light, define their desired outcome and provide copies of any 
appropriate supporting documentation within a reasonable timeframe prior to the date of the 
hearing.  

22.4 The employee will be invited to an Appeal Meeting within a reasonable period of time and will 
normally be given at least five working days written notice of this.  This is a Formal Meeting.   

22.5 The employee should confirm their availability to attend at least two working days prior to the 
hearing. 

22.6 Where reasonably practicable the appeal meeting will be dealt with by a person/s who have not 
had any previous involvement with the case.  This will normally be a Panel of three people.  

22.7 During the hearing the employee will have an opportunity to explain the grounds of their 
appeal and present any relevant evidence.    

22.8 A note-taker will be present at the hearing and the Panel may also have HR, legal or other 
advisors present. 

22.9 The Panel will normally confine itself to considering the specific grounds for the appeal and any 
evidence in support or opposition of those grounds. It will not normally reconsider the whole of 
the case but this is not precluded if the Panel feels it is necessary. 

22.10 No decision will be made during the appeal hearing itself.  The Panel will take sufficient time to 
consider the evidence presented and where necessary instruct further investigations to be 
carried out before a decision is made. 

22.11 The employee will be sent written confirmation of the decision of the appeal within a 
reasonable timeframe and a copy will be placed on the employee’s file. 

22.12 The Panel may take one of the following forms of action at the end of the hearing to: 

 to uphold the appeal; 

 to substitute a different performance management decision; or 

 to dismiss the appeal and uphold the original performance management decision. 
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22.13 There is no further right of appeal against the decision of the Panel. 



Appraisal Policy for Teachers  Page 20 of 25 
   

 
 

APPENDIX A:  TEACHERS’ STANDARDS 

 

PREAMBLE 
 
Teachers make the education of their pupils their first concern, and are accountable for achieving the 
highest possible standards in work and conduct. Teachers act with honesty and integrity; have strong 
subject knowledge, keep their knowledge and skills as teachers up-to-date and are self-critical; forge 
positive professional relationships; and work with parents in the best interests of their pupils. 
 

PART ONE: TEACHING 
 
A teacher must: 
 
1 Set high expectations which inspire, motivate and challenge pupils 
 

 establish a safe and stimulating environment for pupils, rooted in mutual respect  
 set goals that stretch and challenge pupils of all backgrounds, abilities and dispositions  
 demonstrate consistently the positive attitudes, values and behaviour which are expected of 

pupils. 
 
2 Promote good progress and outcomes by pupils 

 
 be accountable for pupils’ attainment, progress and outcomes  
 be aware of pupils’ capabilities and their prior knowledge, and plan teaching to build on these  
 guide pupils to reflect on the progress they have made and their emerging needs 
 demonstrate knowledge and understanding of how pupils learn and how this impacts on 

teaching 
 encourage pupils to take a responsible and conscientious attitude to their own work and 

study. 
 
3 Demonstrate good subject and curriculum knowledge 

 
 have a secure knowledge of the relevant subject(s) and curriculum areas, foster and maintain 

pupils’ interest in the subject, and address misunderstandings  
 demonstrate a critical understanding of developments in the subject and curriculum areas, 

and promote the value of scholarship 
 demonstrate an understanding of and take responsibility for promoting high standards of 

literacy, articulacy and the correct use of standard English, whatever the teacher’s specialist 
subject 

 if teaching early reading, demonstrate a clear understanding of systematic synthetic phonics 
 if teaching early mathematics, demonstrate a clear understanding of appropriate teaching 

strategies. 
 
4 Plan and teach well structured lessons 

 
 impart knowledge and develop understanding through effective use of lesson time  
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 promote a love of learning and children’s intellectual curiosity set homework and plan other 
out-of-class activities to consolidate and extend the knowledge and understanding pupils have 
acquired 

 reflect systematically on the effectiveness of lessons and approaches to teaching  
 contribute to the design and provision of an engaging curriculum within the relevant subject 

area(s). 
 
5 Adapt teaching to respond to the strengths and needs of all pupils 

 
 know when and how to differentiate appropriately, using approaches which enable pupils to 

be taught effectively  
 have a secure understanding of how a range of factors can inhibit pupils’ ability to learn, and 

how best to overcome these 
 demonstrate an awareness of the physical, social and intellectual development of children, 

and know how to adapt teaching to support pupils’ education at different stages of 
development 

 have a clear understanding of the needs of all pupils, including those with special educational 
needs; those of high ability; those with English as an additional language; those with 
disabilities; and be able to use and evaluate distinctive teaching approaches to engage and 
support them. 

 
6 Make accurate and productive use of assessment 

 know and understand how to assess the relevant subject and curriculum areas, including 
statutory assessment requirements  

 make use of formative and summative assessment to secure pupils’ progress  
 use relevant data to monitor progress, set targets, and plan subsequent lessons  
 give pupils regular feedback, both orally and through accurate marking, and encourage pupils 

to respond to the feedback. 
 
7 Manage behaviour effectively to ensure a good and safe learning environment 

 
 have clear rules and routines for behaviour in classrooms, and take responsibility for 

promoting good and courteous behaviour both in classrooms and around the site in 
accordance with the Behaviour Policy 

 have high expectations of behaviour, and establish a framework for discipline with a range of 
strategies, using praise, sanctions and rewards consistently and fairly  

 manage classes effectively, using approaches which are appropriate to pupils’ needs in order 
to involve and motivate them 

 maintain good relationships with pupils, exercise appropriate authority, and act decisively 
when necessary. 

 
8 Fulfil wider professional responsibilities 

 
 make a positive contribution to the wider life and ethos of the organisation 
 develop effective professional relationships with colleagues, knowing how and when to draw 

on advice and specialist support  
 deploy support staff effectively 
 take responsibility for improving teaching through appropriate professional development, 

responding to advice and feedback from colleagues 
 communicate effectively with parents with regard to pupils’ achievements and well-being. 
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PART TWO: PERSONAL AND PROFESSIONAL CONDUCT 
 
A teacher is expected to demonstrate consistently high standards of personal and professional 
conduct. The following statements define the behaviour and attitudes which set the required standard 
for conduct throughout a teacher’s career. 
 
Teachers uphold public trust in the profession and maintain high standards of ethics and behaviour, 
within and outside School by: 
 

 treating pupils with dignity, building relationships rooted in mutual respect, and at all times 
observing proper boundaries appropriate to a teacher’s professional position 

 having regard for the need to safeguard pupils’ well-being, in accordance with statutory 
provisions 

 showing tolerance of and respect for the rights of others,  
 not undermining fundamental British values, including democracy, the rule of law, individual 

liberty and mutual respect, and tolerance of those with different faiths and beliefs 
 ensuring that personal beliefs are not expressed in ways which exploit pupils’ vulnerability or 

might lead them to break the law. 
 
Teachers must have proper and professional regard for the ethos, policies and practices in which they 
teach, and maintain high standards in their own attendance and punctuality. 
 
Teachers must have an understanding of, and always act within, the statutory frameworks which set 
out their professional duties and responsibilities. 
 



Appraisal Policy for Teachers  Page 23 of 25 
   

APPENDIX B:  PROCEDURE FOR CONDUCTING NATIONAL STANDARDS AUDITS 

 
B1 The purpose of conducting an audit of the national standards is to ascertain, by way of 

professional dialogue, the standards that represent the most suitable areas for professional 
development for each teacher during the appraisal Cycle.  Ideally, the audits will occur during 
the Summer Term, in order to identify the most effective professional development 
performance management objectives.  This will also allow for any necessary arrangements to 
be organised ahead of the next academic year. 

 
B2 The 2012 Appraisal Regulations stipulate that the Governing Body must ‘inform the teacher of 

the standards against which the teacher’s performance in that appraisal period will be 
assessed.’  This also applies to the Head Teacher. The Employer needs to implement a fair, 
constructive and objective procedure that is evidentially based in order to decide whether or 
not standards are met.  The Head Teacher is responsible for ensuring that judgments are 
consistent across the organisation.   

 
B3 The following steps are recommended: 
 

 Teachers will be afforded sufficient time to conduct a self-audit against the National Standards 
(Preamble, Part 1 and Part 2) at the level indicated by the agreed career stage expectations. 

 
 Each teacher’s Appraiser should also complete the audit in a consistent manner.   

 
 Both audit forms will be used by the Appraiser and the teacher to provide a clear framework 

for the meeting, and assist in identifying which of the Teachers’ Standards the teacher should 
seek to develop.  A minimum of one week should be allowed for the teacher to gather any 
evidence as necessary. 

 
 The teacher and the Appraiser will meet.  The aim of the meeting will be to agree through 

professional dialogue, and scrutiny of relevant evidence, the standards against which the 
teacher’s performance will be assessed in the next appraisal Cycle.  Where the Appraiser and 
teacher agree that all the relevant standards are met, following professional dialogue and/or 
following scrutiny of evidence at the meeting, the teacher may select the national standard 
against which s/he would prefer to be assessed in respect of the professional development 
objective. Following professional dialogue and/or following scrutiny of evidence at the 
meeting, where the Appraiser and teacher establish that all the relevant standards are not 
met, the relevant standards will become those against which the teacher’s performance will 
be assessed in the next appraisal Cycle. 

 
 Where the teacher and Appraiser cannot reach agreement on whether or not a standard is 

met, the matter will be referred to the Head Teacher, who will meet with the teacher, 
consider all available evidence, and inform the teacher of his or her decision. 

 
 A teacher dissatisfied with the Head Teacher’s decision will have the right of appeal to 

governors under the relevant procedures. 
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APPENDIX C:  PROGRAMME OF SUPPORT TO FOLLOW WHERE A TEACHER’S 
PERFORMANCE FALLS SHORT OF THE TEACHERS’ STANDARDS 

  

C1 Where the appraiser/Head Teacher has concerns regarding the professional performance of 
an teacher and/or there are grounds upon which to believe that a teacher is not meeting the 
Teacher standards at the appropriate career stage, the Head Teacher will normally, before 
advising the teacher of the decision to move to the Capability procedure, direct an 
appropriate person to address the issues below.  

 
C2 The Head Teacher or other appropriate manager will discuss the nature of the problem, (for 

example parental complaints), and its level of seriousness and cause(s) with the teacher.   
 
C3 The seriousness and cause(s) of the problems(s) must be established.  In extreme cases where 

the shortfall in performance is seriously jeopardising the education of pupils in the Trust, it 
may be appropriate to move directly to the Capability procedure. 

 
C4 A private meeting will be arranged and since this constitutes `informal action', neither party 

will be accompanied nor will the right of representation exist. 
 
C5 The aim of this meeting is to try and help the teacher rapidly address his/her under-

performance in an informal manner, and define a programme of support. A problem solving 
approach will be taken to address the situation. During the meeting a two-way discussion will 
take place where: 

 
 the teacher will be provided with objective examples of the areas of underperformance which 

are causing concern; 
 s/he will be asked to comment and given the opportunity to explore possible reasons for the 

performance shortfall; 
 the standards of required job performance will be confirmed to the teacher.  The teacher will 

be given a performance improvement plan to include short-term objectives which s/he needs 
to achieve by a specified timescale. The teacher will be informed how performance will be 
reviewed; 

 additional support required by the teacher may be identified and where reasonable, provided 
by the Trust.  Such support which could help address specific concerns might include setting 
additional objectives as appropriate to address the areas of concern, implementing additional 
formal lesson observations, any number of which may be unannounced, coaching, training, in-
class support, visits to other classes or schools, discussions with advisory teachers. 
 

C5 Any necessary action will be implemented without undue delay. The teacher should be told 
that if there is no improvement or there is a repeat of the alleged shortcomings then his/her 
actions will lead to the instigation of the Capability procedure. 
 

C6 If it becomes evident that the matter is more serious and should be dealt with under the 
Capability procedure or the disciplinary procedure, the meeting should be adjourned. It 
should be made clear that the matter will be continued under the Capability or other relevant 
procedure.  The teacher will be given reasonable notice of the date on which a formal meeting 
will be held. 

 
C7 A written record will be made of the discussion and given to the teacher.  
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C8 A date and time will be agreed for a follow up review meeting to take place at a maximum of 2 

working weeks from the date of the informal meeting, or within a shorter timeframe if the 
circumstances warrant it. 

 
C9 At the informal review meeting, if the teacher has reached the required standard of 

performance, the teacher will be informed that the Appraisal policy will resume, and any 
remaining issues will continue to be addressed through the Appraisal procedures.  This will be 
confirmed in writing to the teacher within a reasonable timeframe following the review 
meeting.  If the teacher demonstrates insufficient, or no improvement, the Capability 
procedure will be invoked immediately. 

 
C10 Where informal support ceases and there is a subsequent recurrence of similar concerns 

within one year of the cessation of action under this procedure, action may be resumed at an 
appropriate stage of the Appraisal or Capability procedure. 

 
 


