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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 staff in the school, including the head teacher, and 
for supporting their development within the context of the school’s plan for 
improving educational provision and performance. 

 

1.2 All maintained schools are required to have a procedure which sets out how 
appraisal for teachers will be managed. This model procedure complies with the 
principles set out in the model teacher appraisal and capability policy published by 
the Department for Education. It is recommended to schools for adoption by the 
governing body. 

 

1.3 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. 

 

1.4 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 including the head 
teacher with the following specific exceptions; 

 

2.1.1 Newly Qualified Teachers during the statutory Induction Period 
 

2.1.2 Employees employed on fixed-term contracts for less than one term 
 

2.1.3 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. 
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3.3 Where schools ‘buy-in’ to the WBC Human Resources service, HR staff will provide 
head teachers/line managers with specialist advice on implementing this procedure. 

 

3.4 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, normally 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 be appraised by the governing body, supported by an 
external adviser who has been appointed by the governing body for this purpose in 
consultation with the Head Teacher. The external adviser will be suitably skilled 
and experienced to carry out this role. 

 

5.2  In this school the task of appraising the head teacher, including the setting of 
objectives, will be delegated to the Performance Management Panel comprising 
two or three members of the governing body. The Performance Management 
Panel will also be responsible for appointing an external adviser in line with any 
guidance issued by the Department for Education and the local authority’s school 
improvement service, and in consultation with the Head Teacher. 

 

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

 

5.4  Appraisers will have a reasonable balance of responsibilities, and will not normally 
be responsible for appraising more than 6 appraisees. Teachers will only be 
appraised by appraisers who have Qualified Teacher Status. 

 

6. Setting objectives 
 

6.1. The head teacher’s objectives will be set by the Performance Management Panel 
after consultation with the external adviser. 

 

6.2. 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 for the head 
teacher will normally be set during September, and objectives for other employees 
will normally be set during October.  

 

6.3. 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. 
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6.4. 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. 

 

6.5. 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. 

 

6.6. 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. 
 

6.7. 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. 

 

7. Assessment against professional standards – teachers and other staff 
 

7.1. Before, or as soon as practicable after, the start of each appraisal period, 
each teacher will be informed of the professional standards against which the 
teacher’s performance in that appraisal period will be assessed. 

 

7.2  All teachers will be assessed against the set of standards contained in the 
‘Teachers’ Standards’. The head teacher will determine whether certain 
teachers should also be assessed against other relevant sets of standards to be 
published by the Secretary of State in due course. 

 
7.3 All other staff will be assessed against the set of standards appropriate for their 

role. 
 

 

8. Reviewing performance 
 

8.1 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. For teachers, the evidence to be 
considered when reviewing performance is set out in the school’s pay policy. 

 

8.2 Classroom observation will be used to inform the review of performance 
for teachers. See appendix 2 for details of the school’s protocol on 
classroom observation. 

 

8.3 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. 

 

9. Dealing with concerns about performance and informal support processes 
 

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

https://www.education.gov.uk/publications/standard/SchoolsSO/Page1/DFE-00066-2011
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9.1.1. give clear feedback about the nature and seriousness of the concerns; 
 

9.1.2 give the employee the opportunity to comment and discuss the concerns; 
 

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

 

9.1.4 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); 

 

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

 

9.2 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. 

 

9.3 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. 

 

10. Annual assessment 
 

10.1 Each employee’s performance will be formally assessed in respect of each 
appraisal period. When assessing the performance of the head teacher, the 
governing body will consult the external adviser. 

 

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

 

10.3 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; 

 

10.3.1 details of the objectives for the appraisal period in question; 
 

10.3.2 an assessment of the employee’s performance of their role and 
responsibilities against their objectives and, for teachers, the relevant 
professional standards; 

 

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

 

10.3.4 for teachers only, a recommendation on pay in accordance with the school’s 
pay policy. 

 

10.4 For teachers, the appraisal report including the pay recommendation must. be 
received before the end of October, and before the end of December for the 
head teacher 

 

10.5 The assessment of performance and of training and development needs will 
inform the planning process for the following appraisal period. 
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10.6 The recommendation on pay will be considered by the head teacher and, 
submitted for approval to the Pay committee of the governing body, in 
accordance with the school’s pay policy. 

 

11. Confidentiality and retention of records 
 

11.1  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 11.2 below. 

 

11.2  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. 

 

11.3 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. 
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Appendix 1 – Table showing the appraisal cycle 
 

Activity Head teacher Teachers Support 
employees 

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

September October October/November 

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

By end December By end October By end November 

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

Once during year Once during year Once during year 

 
 
 

 

Table showing who is responsible for carrying out appraisals 
 

Head teacher Leadership team Teachers Support employees 

Two/three 
governors 
appointed by the 
governing body, 
advised by an 
external adviser 

Head teacher Head teacher, 
member of 
leadership team, or 
line manager (with 
QTS) 

Line manager 
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Appendix 2 – Observation protocol 
 

Introduction 
 

This school believes that observation of classroom practice and other responsibilities 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 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, teachers’ performance will be regularly observed but the amount and type of 
classroom observation will depend on the individual circumstances of the teacher 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. 

 

Appraisal - Normally, no more than three hours of classroom observation will be necessary 
for the purpose of gathering evidence for the appraisal review. However, in certain 
circumstances (for example, under paragraph 10 of the Appraisal Procedure) more may be 
necessary. 

 

Observation will take place at least twice a year and teachers will be informed of the 
week they will take place. 
 
Other observations e.g. lesson visits, process peer lessons visits 

 

Teachers (including the head teacher) who have responsibilities outside the classroom 
should also expect to have their performance of those responsibilities observed and 
assessed. This may include; leading staff meetings and Inset; carrying out classroom 
observation and feedback. 

 
Feedback 

 

Teachers will receive constructive feedback on their performance throughout the year and 
as soon as practicable after the observation or lesson visit has taken place or other 
evidence has come to light. 

 
Feedback will highlight particular areas of strength as well as any areas that need 
development or urgent attention. 

 

Teachers should receive oral feedback as soon as possible on classroom observations, 
and written feedback within five school days. 

Note: 
Drop in observations, lesson visits and learning walks 

 

Head teachers and other school leaders have a responsibility to monitor the standards of 
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teaching and behaviour 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. 

 
Lesson visits will be carried out by prior arrangement with each teacher and 
teaching assistant.   
 
Learning walks will be weekly and informal.   
 
Observation will take place at least twice a year and teachers will be informed of the 
week  they will take place. 
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Appendix 3 – Teacher Performance Management  
 

Teacher  Performance Management  (date) 

 

Name:  

 

Position: 

 

Ares of Responsibility: 

 

Targets (linked to whole school priorities and areas of responsibility):  

DATA TARGET: 

Success criteria: 

TEACHING AND LEARNING TARGET: 

Success criteria: 

AREAS OF LEADERSHIP/RESPONSIBILITY: 

Success criteria: 
 
 

Areas of strength (linked to Quality Framework for Learning and Teaching):  

 

Areas for development (linked to Teachers’ Standards/QFLT):  

 

 

CPD requirements:  
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Appendix  4 - Planning/Review Meeting Record (Individual) 

 

Present At Meeting Name Role 

  

  

  

Post Holders Job 
Title 

 

Main 
Responsibilities 

 

 
Main Areas of Discussion 

 

Agreed Objectives (date range) 

Whole School Objectives linked to SIP 
Individual Objectives 
 

Specific tasks – Spring Term 
  

Specific tasks – Summer Term 
 

Specific tasks – Autumn Term 
 

Outcome and Impact 

 

Completed By:  
    

Date:  

 

 

 

  



 

Page 14 of 19  

Appendix 5 - Planning/Review Meeting Record (Individual) 
 

Present At Meeting Name Role 

  

  

  

Post Holders Job Title  
 

Main Responsibilities  
 

 
 

Main Areas of Discussion 

 
 
 
 
 
 
 

Agreed Objectives 
 
 
 
 

Target Date 

  

Review –   
 

Completed By:  
    

Date:  
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Appendix 6 – Head Teacher Performance Management 
 

Headteacher Appraisal ……….. 

 
Review Statement of Previous Year ………… 

 

 

This form may be used to record key elements of each stage of the review process, in order to form 

the basis of the review statement provided by the appointed governors 

 

Name of school 
 

Chaddleworth and Shefford CE Primary schools 

Name of Headteacher 
 
 

 

Name of appointed Governors 
(minimum of 2 must attend) 
VA schools –At least 2 Foundation Governors 
VC schools- At least 1 Foundation Governors 
 
 

 

  

Date of review meeting 
 

 

Date for the final document to be sent to the 
Adviser 
 

 

Date of Interim meeting 
 

 

 

 

The Review of Progress towards (previous year’s)  Objectives 

 

NB if this is the first cycle of Headteacher Appraisal note that there are no objectives for …………. 

 

 

Governor comment on Headteacher’s overall performance : 
 
 
 

 

Signed:                                                                              (Appointed governor)         Date 

 

 

Signed:                     (Headteacher)         
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Headteacher PERFORMANCE MANAGEMENT 
 

Statement of Objectives for …….. (academic year) 

 

This is a record of the statement of objectives agreed by the appointed governors. 

Objective 1: 

Agreed Success Criteria: 
 
 

Milestones/Actions: 
 

Monitoring arrangements: 
 

 

Objective 2: 
 

Agreed Success Criteria: 
 

Milestones/Action: Monitoring arrangements: 
 

 

Objective 3: 
 

Agreed Success Criteria: 
 

Milestones/Actions: Monitoring arrangements:  

 

 

Training and Development Needs for 2016-2017 
 

 

Headteacher Comment: 
 

 

Objectives agreed between the appointed Governors and the Headteacher. 

 

Signed:                                                                                                                                       Appointed Governor)                                        Date 

 

Signed:                  (Headteacher)                          
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 MONITORING ARRANGEMENTS DURING THE YEAR 

 

The initial draft of this document is prepared by the Diocesan Schools Link Adviser and is sent to the Headteacher and the Panel of Governors to be used as a 

basis for confirming the agreed final objectives for (year). 

It is the responsibility of the Governors charged with the Performance Management of the Headteacher to meet and agree with their Headteacher any 

adjustments before finalising and signing the document. A final copy of the document should be sent to the Adviser within 2 weeks of the review 

meeting.  

The formal review of the objectives must take place in the Autumn Term ………. 31
st
 December ………. deadline. At the end of the cycle the Governing Body will 

need to make any pay recommendations in the light of a successful performance review of the Headteacher  

It is also recommended that the appointed Governors will review progress with the Headteacher mid-year and set a date for this meeting at the review meeting. It 

is not necessary for the Adviser to attend the interim meeting. In addition, both parties are entitled to convene a meeting at any stage, should they have a concern 

regarding lack of progress, lack of developmental support. It is hoped that by using these strategies, when the formal review meeting takes place at the end of the 

cycle, there will be no surprises and both reviewers and the reviewee will arrive at the meeting well informed 

 

Performance Management Interim Review Meeting Statement ………… 
 

   This form may be used to record the key elements of the interim meeting 

Name of Headteacher: 
 
 

 

 Actions taken to date/Progress towards targets Any issues arising / amendments to objectives 

Objective 1  
 
 

 

Objective 2  
 

 

Objective 3  
 

 



 

Page 18 of 19  

Any further CPD requirements or support required to achieve the targets set? 
 
 

Any further comment (Headteacher or Governors) 
 
 
 

 

Signed:                                                                                                                                        (Appointed Governor)                                                     Date 

 

Signed:                                                                                                                                        (Headteacher)                                                                    Date 

 

 

 

Headteacher Self Evaluation  Objectives set for ………. 
 (to be completed at the end of the academic year …….. in preparation for the …….. (year)  review meeting) 

 

 

This form is used to enable the Headteacher to contribute a personal perspective or additional information to the review process at the end of the 

year.  

 

Name of Headteacher 
 
 

Objective 1 

Success Criteria: 
 

Headteacher’s self-evaluation of progress 

Summary evaluation of progress 
 

 

Objective2 
 

Success Criteria: 
 

Headteacher’s self-evaluation of progress 

Summary evaluation of progress 
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Objective 3 
 

Success Criteria: 
 

Headteacher’s self-evaluation of progress 

Summary evaluation of progress 
 
 

 

Other factors/additional information in consideration of overall performance: 

 

 

Signature of Headteacher                                                                                                                               Date  
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