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1. Purpose 

1.1. The purpose of this procedure is to set out a framework for the clear and consistent 
assessment of performance of support staff in the school, and for supporting their 



development within the context of the school’s plan for improving educational provision and 
performance. 

1.2. Appraisal in this school will be a supportive and developmental process designed to ensure that all 
employees have the skills and support they need to carry out their role effectively, and continue to 
improve their professional practice. 

1.3. The school wishes to encourage a culture in which all staff, especially teachers, take responsibility 
for improving their practice through appropriate professional development. 

2. Applicability 

2.1. This procedure applies to all employees of the school with the following specific exceptions; 

2.1.1. Employees employed on fixed-term contracts for less than one term 

2.1.2. Employees whose performance is being managed under the terms of the Capability 
Procedure 

3. Roles and Responsibilities 

3.1. Head teachers/line managers and the governing body are responsible for implementing this 
procedure, and for monitoring the operation and effectiveness of the school’s appraisal 
arrangements. 

3.2. Head teachers/line managers are responsible for ensuring staff receive appropriate training and 
support and receive adequate feedback on performance.  

3.3. Employees are responsible for complying with the requirements of this procedure. 

4. The appraisal period 

4.1. The normal annual appraisal period for employees employed for at least a year will run for 12 
months, from September to August each year. 

4.2. The appraisal period for employees on fixed term contracts of less than one year will normally 
be the duration of the contract.  They will have their performance managed in accordance with 
the principles underpinning this policy. 

4.3. Employees joining or leaving the school part way through the school year may have a shorter or 
longer appraisal period.    

 

5. Appointing appraisers 

       5.1  The head teacher will decide who will appraise other employees in the school.  The appraiser will  
normally be the line manager.   
 
Setting objectives 

5.1. Objectives for each employee will be set before, or as soon as practicable after, the start of each 
appraisal period.  In practice, this means that objectives will normally be set during October.   

5.2. Objectives will be Specific, Measurable, Achievable, Realistic and Time-bound (SMART).  They will 
be appropriate to the job role and to the level of professional experience, where relevant. 

5.3. The objectives set will, if achieved, contribute to the school’s plans for improving the school’s 
educational provision and performance and improving the education of pupils at the school.   



5.4. When setting objectives, the appraiser and appraisee should consider how the objectives link to 
school improvement priorities, and to the professional development needs of the employee. 

5.5. The appraiser and appraisee will seek to agree objectives.  If it is not possible to agree some or all 
of the objectives, the appraiser will determine the objectives.  Objectives may be revised in the 
light of changing circumstances. 

5.6. Employees who join the school, or who return from maternity leave, long term sick leave or other 
leave, part way through the appraisal period, will normally have an objective-setting meeting 
within three months as part of their induction or return to work process.  For employees joining in 
the summer term, this meeting may be postponed to the start of the next appraisal period, in 
September. 

6. Assessment against professional standards – teaching assistants only 

6.1. Before, or as soon as practicable after, the start of each appraisal period, each teaching assistant 
will be informed of the professional standards against which their performance in that appraisal 
period will be assessed. 

7. Reviewing performance 

7.1. The appraiser will gather information about performance throughout the appraisal period.  The 
type of information gathered and the methods for collecting it will vary according to the job role of 
the appraisee.   

7.2. Interim meetings will be held at least once during the annual cycle to review performance and 
development priorities, and progress towards the achievement of objectives.  Feedback will be 
provided to highlight areas of strength as well as any areas that need attention.   

8. Dealing with concerns about performance and informal support processes 

8.1. Where concerns arise during the appraisal period about any aspect of an employee’s performance, 
the appraiser will meet the employee formally to; 

8.1.1. give clear feedback about the nature and seriousness of the concerns; 

8.1.2. give the employee the opportunity to comment and discuss the concerns; 

8.1.3. agree any support (e.g. coaching, mentoring, structured observations, additional training) 
that will be provided to help address those concerns; 

8.1.4. make clear how, and by when, the appraiser will review progress (timescales must be 
reasonable, and appropriate to the nature of the concerns and the job role); 

8.1.5. explain that if no, or insufficient progress, is made the appraisal process will end and that 
performance will be managed under the capability procedure. 

8.2. When progress is reviewed, if the appraiser is satisfied that the employee has made, or is making, 
sufficient improvement the appraisal process will continue as normal with any remaining issues to 
be addressed through that process. 

8.3. If progress is not satisfactory, the employee will be informed in writing that the appraisal system 
will no longer apply and that their performance will be managed under the capability procedure.  
They will be invited to a formal capability meeting. 

9. Annual assessment 

9.1. Each employee’s performance will be formally assessed in respect of each appraisal period.   



9.2. The annual appraisal meeting will take place at the end of the appraisal period, or as soon as 
practicable afterwards.   

9.3. As soon as practicable after the appraisal meeting the appraisee will receive a written appraisal 
report which summarises the discussion at the meeting.  The report will include; 

9.3.1. details of the objectives for the appraisal period in question; 

9.3.2. an assessment of the employee’s performance of their role and responsibilities against 
their objectives  

9.3.3. an assessment of the employee’s training and development needs and identification of 
any action that should be taken to address them; 

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

9.5. The recommendation on pay will be considered by the head teacher and, submitted for approval 
to the remuneration committee of the governing body, in accordance with the school’s pay policy. 

10. Confidentiality and retention of records 

10.1. Appraisal processes will be treated with confidentiality.  Information from the process, and 
appraisal statements and objectives will remain confidential to the appraiser and appraisee, 
except for the actions in the development plan which will be shared with the person responsible 
for professional development in the school.  The only exception to this will be as set out in 12.2 
below. 

10.2. The head teacher has a responsibility to quality-assure the operation and effectiveness of 
the appraisal system. The head teacher (or members of the leadership team, as appropriate), will 
review written appraisal records to ensure consistency of approach and expectation across the 
school, and to ensure awareness of any pay recommendations that have been made. 

10.3. The governing body and head teacher will ensure that all written appraisal records are 
retained in a secure place for six years and then destroyed. 



Appendix 1 – Table showing the appraisal cycle 

Activity Support employees 

Annual appraisal meeting to review 
performance for the previous period, and set 
objectives and development plans for the 
next period 

October/November 

Written record of appraisal meeting provided 
to appraisee, with opportunity to comment 

By end November 

Interim meetings to discuss progress and 
development (to take place during directed 
time) 

Once during year 

 
 
Appendix 2 – Observation protocol – teaching assistants 

Introduction 
 
This school believes that observation of classroom practice and other responsibilities is important, both as a 
way of assessing the teaching assistant’s performance in order to identify any particular strengths and 
areas for development they may have, and of gaining useful information which can inform school 
improvement more generally. 
 
All observation will be carried out in a supportive fashion.  
 
Formal classroom observations 
 
In this school, teaching assistant’s performance will normally be observed twice in an academic year, but 
the amount and type of classroom observation will depend on the individual circumstances of the TA and 
the overall needs of the school. 
 
Classroom observation will only be carried out by those with QTS.  Those carrying out classroom 
observations will have the appropriate skills to undertake observation and to give constructive written and 
oral feedback.   
 
The focus of the observations will be agreed ahead of time, using the Khalsa observation protocol for 
teachers and TAs. See Appendix 3 
 
Feedback 
 
All staff 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. 
 
 
 
 
 
 
 
 
 



Note: 
Drop in observations and learning walks 
 
Head teachers and other school leaders have a responsibility to monitor the standards of teaching and 
behaviours throughout the school.  In order to do this they may ‘drop in’ to classrooms, or carry out 
‘learning walks’ in order to evaluate the standards of teaching and to check that high standards of 
professional performance are established and maintained. 
 
The length and frequency of ‘drop in’ observations or ‘learning walks’ will vary depending on specific 
circumstances. 
 
Although drop in observations will not normally form part of the evidence gathering for the appraisal 
process, the head teacher/senior manager will take account of any concerns that may be raised and will 
ensure that these are fed back to the teacher as soon as possible so that any corrective action necessary can 
be put into place. 
 
 
Appendix 3 
 
 

Code of Practice for formal lesson observations and leadership practice 
 
1 Formal Observations 
Teachers (other than those who are part of the National Standards Support Programme (set out in   
Appendix E) will have an equivalent of 3 hours lesson observations in the course of the school year, which 
can be made up of full or half-hour sessions, to be mutually agreed. 

 
 
1.1 Preliminary discussions will always take place before the observation – covering: 

a) Time, date and place of observation 
b) Agreed focus 
c) Method of evidence gathering 
d) Criteria used for observation 
e) Time of feedback dialogue 

 
1.2 Teacher being observed completes an individual lesson plan 
 
1.3 All the observer’s notes are available to the teacher being observed 
 
1.4 Feedback will be a mutual dialogue …the teacher being asked for their view of the lesson before the 

observer comments 
 

1.5 Both the observer and the teacher observed will together agree the grade allocated to each indicator, 
by both highlighting the criteria on the  observation sheet 

 
1.6 Written feedback will be agreed at the meeting, and provided within 5 working days of the  

observation.  Photographic evidence may be provided as evidence to illustrate the observation findings. 
 

1.7 All new staff will be observed within 4 weeks of employment  
 
2 Guidelines for constructive feedback: 

 

 Smile and look at each other! 

 Ask the opinion of the person who has been observed first in order to gain context and allow self-
evaluation and a release of feelings! 

 Focus on positive features 



 Be descriptive first in the feedback, then evaluative 

 Where the feedback may be negative, always suggest solutions or different approaches to try 

 Only give feedback about things which can be changed, and no more than 2 things 

 Be clear, direct and specific 

 Use a well-modulated tone of voice and moderate volume! 

 Be sensitive about the time of the feedback dialogue, giving time for extended talk and reflection if 
necessary 

 Where possible, do the feedback dialogue on the same day as the lesson, and if that is not possible 
then the day after 

 Always  make the observation positive in some area  
 

 
3. Other Leadership Visits to Lessons 
 
3.1 There will be other occasions in the school year when those with leadership  responsibilities are 

present in lessons.  The principal objective of these visits is to  enable leaders to understand for 
themselves what is going on in classrooms and to  identify any ways in which any aspect of 
the school’s development plan or school processes  
are being applied in practice 

 
3.2 Because these are not formal lesson observations, no written feedback will be  given.    
 
3.3 If as a result of the visits, aspects are observed which could inform performance review, a meeting 

will take place to discuss  the reasons why this could be relevant.  These could be for both positive 
and supportive reasons.  

 
If any aspect of classroom practice seen during leadership visits gives cause for  concern, the 
teacher will be informed  so that, if necessary, further investigation may be undertaken or 
additional lesson observations arranged.  If this further investigation leads to a decision that a 
national standard is not met at the appropriate career stage, the special support arrangements will 
apply. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



                   
 
Appendix 5 

Line Management for all staff for 2014-15  
 
Model 1 
Teaching Staff 
 
Govs        (1) HT: Mandy 
  
HT: Mandy (9) DH:        AH: Jane, TLs: Priscilla, Lucy, Niama, Bhav    SBM:  Veronica 
   PPA teachers: Ben, Gwyneth 
 
DH: tba (8) KS2 teachers:  Clarence, Mandeep, Kathryn, Marta, Christa, Priya,  
   Specialist teachers: Prabjhot, Gurvinderjit 
Jane and Mandy will share DH appraisees until the DH appointment 
Mandy: (+4) Mandeep, Kathryn, Priya, Gurvinderjit 
Jane: (+4)  Clarence, Marta, Christa, Prabjhot 
 
AH:  Jane  (7) EYFS & KS1 teachers:  Shamras, Aine, Navjit, Vicky 
   Specialist/PPA teachers:  Jag, Theresa, Abdul 
 
Teaching Assistants 
TL: Priscilla  (8) Ritu, Harnaam,  Sarabjit, Rajwinder, Agata, Hempreet, Sunita, Swetha 
 Lucy        (6)   Pav, Bassey, Jas, Ingrid, Saiqa, Pam 
 Niama   (4) Navneet, Kuljinder, Haramrit,Nasreen 
 Bhav        (5)       Savinder, Surinder, Prachi, Kulwinder, Harjeet 
 
 
Support staff 
SBM: Veronica (12) Admin:  Bobby, Rajneet, Satpal, Support: Indra, Nachter, Amerjit 
   Cleaners: Gurvinder, Balvir, Balwinder, 
   Kitchen: Ramnit, Akwinder, Manjit 
  
 
Model 2 
Teaching Staff 
 
Govs        (1) HT: Mandy 
  
HT: Mandy (7) DH:        AH: Jane, TLs: Priscilla, Lucy, Niama, Bhav    SBM:  Veronica 
    
DH: tba (7) PPA teachers: Ben, Gwyneth, Abdul, Theresa 
   Specialist teachers: Jag, Prabjhot, Gurvinderjit 
Mandy will take on DH appraisees until the DH appointment 
Mandy: (+7) Ben, Gwyneth, Gurvinderjit, Jag, Abdul, Prabjhot 
 
TL: Priscilla (2) Vicky, Jeetpal 
 Lucy     (3)           Navjit, Shamras, Aine 
 Niama (3) Priya, Marta, Christa 
 Bhav (3)              Clarence, Kathryn, Mandeep 
 
AH:  Jane  (23) TAs: Ritu, Harnaam,  Sarabjit, Rajwinder, Agata, Hempreet, Sunita, Swetha 
    Pav, Bassey, Jas, Ingrid, Saiqa, Pam 
   Navneet, Kuljinder, Haramrit,Nasreen 
   Savinder, Surinder, Prachi, Kulwinder, Harjeet 
 



Support staff 
SBM: Veronica (12) Admin:  Bobby, Rajneet, Satpal, Support: Indra, Nachter, Amerjit 
   Cleaners: Gurvinder, Balvir, Balwinder, 
   Kitchen: Ramnit, Akwinder, Manjit 
  
 


