William Austin Junior School

Policy for Teacher Appraisal

WA

WILLIAM AUSTIN

(Adopted from LBC)

1. Purpose

1.1 This policy sets out the framework for a clear and consistent assessment of the overall performance of
teachers, including school leaders, and for supporting their development within the context of the school’s
plan for improving educational provision and performance, and the standards expected of teachers.

1.2 The appraisal policy will also be used, in the first instance, to address any concerns that arise about a teacher’s
performance. Should it not be possible to resolve the concerns through the appraisal policy, there will be
consideration of whether to commence the capability procedure.

2. Application of the policy

2.1 The policy covers appraisal, applies to all teachers and school leaders employed by the school, trust or local
authority, except those on contracts of less than one term, those undergoing induction (i.e. ECTs) and those
who are subject to capability procedures. The policy also applies to employees paid on the unqualified teacher
pay range.

2.2 The policy should always be applied in a way that is robust whilst minimising the impact on workload for
teachers, line managers, school leaders and governing bodies.

2.3 Appraisal in this school will be a supportive and developmental process designed to ensure that all teachers
have or fully develop the skills and access to 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.

3. The appraisal period

3.1 The appraisal period will run for twelve months from December to December for the headteacher and for all
other teachers from October to July.

3.2 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 and an individual teacher’s objectives should take account of
the length of contract.

3.4 There is flexibility to have a longer or shorter appraisal period when teachers begin or end employment with
a school or local authority part way through the normal, appraisal cycle or when unattached teachers change
post within the same authority, with a view to bringing their cycle in line with the cycle of other teachers as
soon as possible.

3.5 Where a teacher transfers to a new post within the school/academy part-way through a cycle, the head
teacher or, in the case where the employee is the head teacher, the Governing Body shall determine whether
the cycle shall begin again and whether to change the appraiser.

4, Appointing appraisers

Headteachers

4.1 The headteacher/CEO of the trust will be appraised by the governing body, supported by a suitably skilled
and/or experienced external adviser who has been appointed by the governing body for that purpose.

4.2 In this school the task of appraising the headteacher, including the setting of objectives, will be delegated to

a sub-group consisting of at least two members of the governing body.
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4.3

Where a head teacher is of the opinion that any of the governors appointed by the Governing Body is
unsuitable to act as their appraiser, they may submit a written request for that governor to be replaced, stating
the reasons for the request.

Teachers

4.5

4.6

4.7

4.8

4.9

5.2

53

5.4

5.5

5.6

The headteacher will decide who will appraise other teachers.

The choice of appraiser is for the head teacher. Where teachers have an objection to the head teacher’s
choice, their concerns will be carefully considered and, where possible, an alternative appraiser will be offered.
All appraisers appointed by the head teacher will be qualified teachers and will have current or recent teaching
experience.

Where it becomes apparent that the appraiser appointed by the head teacher will be absent for the majority
of the appraisal cycle, the head teacher may perform those duties themselves or delegate those duties to
another teacher for the duration of that absence.

If the head teacher appoints an appraiser who is not the teacher’s line manager, the appraiser to whom they
delegate those duties will have an appropriate position in the staffing structure, together with the necessary
background knowledge, skills and training to undertake the role.

Where a teacher is experiencing difficulties and the head teacher is not the appraiser, the head teacher may
undertake the role of appraiser. See also section on Teachers Experiencing Difficulties.

Setting objectives

The headteacher/CEO of the trust’s objectives will be set by a sub-group of the governing body after
consultation with an external adviser and the headteacher. The governing body has a duty to have regard to
the work-life balance of the school leader and objectives will reflect this.

Objectives for each teacher will be set before, or as soon as practicable after, the start of each appraisal period.
An appraisal form can be found appendix 1. The school leader has a duty to have regard to the work-life
balance of the teacher and objectives will reflect this. The objectives set for each teacher will be Specific,
Measurable, Achievable, Realistic and Time-bound and will be appropriate to the teacher’s role and level of
experience. Objectives and appraisal discussions will not be based on teacher generated data and predictions,
or solely on the assessment data for a single group of pupils.

The appraiser and teacher will seek to agree the objectives but, if that is not possible, the appraiser will
determine the objectives. The appraisee can record their disagreement on the appraisal statement and this
will be taken into account at the appraisal review. Objectives should be revised if circumstances change, such
as but not limited to a teacher going on maternity leave, or undergoing surgery/medical treatment, to take
account of the anticipated absence and to allow the teacher to meet reduced and attainable targets.

The objectives set for each teacher 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. Objectives should
also have a strong focus on effective professional development to ensure that teachers stay up to date with
the latest methodologies, technologies, and educational research.

Before, or as soon as practicable after, the start of each appraisal period, each teacher will be informed of the
standards against which that teacher’s performance in that appraisal period will be assessed. With the
exception of those who are qualified teachers by virtue of holding and maintaining Qualified Teacher Learning
and Skills (QTLS) status, all teachers must be assessed against the set of standards contained in the document
called “Teachers’ Standards” published in July 2011.

For QTLS holders, that may include the overarching professional standards for teachers in the lifelong learning
sector, held by the Learning and Skills Improvement Service.
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5.7

5.8

6.2

6.3

6.4

Teachers’ performance is assessed against their objectives, and the relevant standards. The appraiser will need
to set out what they will take into account when making judgements as to whether teachers have met their
objectives and the relevant standards. Evidence used in the performance management process must relate
directly to objectives and should be agreed in advance and be readily available from day-to-day practice. The
agreed objectives will contain a description of what success may look like. Numerical targets should not be
set if it is beyond the teacher’s control to achieve them. Where use of numerical targets is appropriate, these
will be reasonable, in the circumstances in which the teacher works and it will be recognised that factors
outside teachers’ control may significantly affect success.

This might but does not have to include:

e improvements in specific elements of practice, such as behaviour management, development of pedagogy
or providing feedback,

¢ impact on effectiveness of teachers or other staff,

¢ wider contribution to the work of the school.

Reviewing performance

The school will set out what evidence they will take into account when making judgements about a teachers’
performance and whether they have met the relevant standards and their individual objectives. This evidence
will be decided upon when the objectives are being set at the beginning of the appraisal process.

This school believes that a range of different methods should be utilised, in a supportive fashion, to assess
teachers’ performance.

It is important to our school that methods of assessing teacher performance do not add to teacher workload.

At our school the range of different methods, may include:
Lesson observations
Pupil case studies
Curriculum/subject audits
Relevant pupil data

Lesson Observation, Learning Walks and Drop-Ins Protocol_can be found in appendix 7.

7. Development and support

7.1

Appraisal is a supportive process which will be used to inform continuing professional development. The
school wishes to encourage a culture in which all teachers take responsibility for improving their teaching
through appropriate professional development, for example through peer observation. Professional
development will be linked to school improvement priorities and to the ongoing professional development
needs and priorities of individual teachers.

Feedback

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 require further development.

Assessment against Teachers’ Standards

Teachers’ performance will be assessed against the relevant teacher 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. School leaders and other appraisers should use their professional judgement when appraising
teachers’ performance. It is not necessary for schools to adopt rigid models that seek to set out exactly what
the relevant standards mean for teachers at different stages in their careers and teachers should not be
expected routinely to provide evidence that they meet all the standards.
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10.

10.1

10.2

10.3

104

Annual assessment
Each teacher's performance will be assessed in respect of each appraisal period. In assessing the performance
of the headteacher/ CEQ, the governing body/trust board must consult the external adviser.

This assessment is the end point to the annual appraisal process, but performance and development priorities
will be reviewed and addressed on a regular basis throughout the year in interim meetings which will take
place (e.g. once a term or mid-year).

The teacher will receive as soon as practicable following the end of each appraisal period, and have the
opportunity to comment on, an appraisal report (in practice the report could be produced using online

performance management systems, which can help to reduce workload).

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 professional development needs and identification
of any action that should be taken to address them

. details of a discussion on wellbeing, workload and career progression/aspirations

. a space for the teacher’s own comments

*schools/academies to say what else, if anything, their appraisal reports will include

10.5

10.6

11
11.1

11.2

11.3

11.4

11.5

11.6

A review meeting will take place to discuss the content of the report and any further action required and to
inform objective setting for the next cycle. In some circumstances an interim review meeting may be
appropriate.

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

Teachers experiencing difficulties

When dealing with a teacher experiencing difficulties, the objective is to provide support and guidance
through the appraisal process in such a way that the teacher’s performance improves and the problem is,
therefore, resolved.

Teachers should not ordinarily be placed in formal capability procedures without first undergoing a period of
informal support, as set out below, as part of the appraisal process.

Where it is apparent that a teacher’s personal circumstances are leading to difficulties at school, support will
be offered as soon as possible, without waiting for the formal annual assessment.

Where an appraiser or headteacher identifies through the appraisal process, or via other sources of
information, for example parental complaints, that the concerns about any aspects of the teacher’s
performance are such that, if not rectified, could lead to capability procedures the headteacher, will, invite
the teacher to a meeting to discuss targets for improvement alongside a programme of support, and
informed that they have the right to be assisted by a trade union representative or work colleague at the
meeting and at any future meetings where their capability will be discussed. A template letter can be found
in appendix 2.

An HR adviser may be present to advise the headteacher at the meeting. Please contact the HR team in to
ensure their availability for the meeting.

At this Informal Capability Meeting the headteacher, who may be assisted by a HR Adviser, will:

e inform the teacher that they are going to be receiving informal support due to
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11.7

11.8

11.9

11.10

12,
12.1

performance concerns

e give clear and specific feedback to the teacher about the nature and seriousness of the concerns, the
appraiser/line manager may contribute to this

e give the teacher the opportunity to comment on and discuss the concerns

e in consultation with the teacher establish an improvement plan with targets and timescales for
required improvement and the support that will be provided to help address the specific concerns
(for example coaching, training, in-class support, mentoring, structured observations, visits to other
classes or schools or discussions with advisory teachers)

e confirm the targets and make clear how, and by whom, progress will be monitored and when it will
be reviewed- progress will usually be reviewed by the teacher’s appraiser

e confirm a review period of up to 6 working weeks and agree a date to meet to formally review
progress following this period, confirming who will be present

* explain the implications and process for transfer to capability procedures if no — or insufficient —
improvement is made

e advise that written confirmation of the discussion at the informal capability meeting will be provided
(use template letter and Improvement Plan at appendix 3 and 4).

The teacher’s progress will be monitored during the review period. A reasonable time will be given for the
teacher’s performance to improve. The length of the review period given will depend upon the
circumstances but will be for a period of up to 6 weeks, with appropriate support as agreed in the
Improvement Plan, in order that the aim of improving performance can be achieved. During this review
period the teacher will be given regular feedback on progress and arrangements will be made to modify the
support programme if appropriate. An improvement plan can be found in appendix 4.

At the end of the six-week review period, the teacher will meet with the appraiser/line manager (person that
has been monitoring their performance), and an HR Adviser. The teacher may be accompanied by their trade
union representative or work colleague. At this meeting the teacher will be advised whether they have made
sufficient progress.

If sufficient progress is made such that the teacher is performing at a level that indicates there is no longer a
possibility of capability procedures being invoked the teacher should be informed of this, with confirmation
in writing following the meeting (using the template letter at appendix 5). Where sufficient improvement
has been made, the appraisal process will continue as normal, with any remaining low-level issues
continuing to be addressed through that process.

If no, or insufficient, improvement has been made over this period, the teacher will be advised at the
meeting and then notified in writing that the appraisal system will no longer apply and that their
performance will be managed under the school’s capability procedure. The teacher will be invited to a First
Formal capability meeting with the headteacher. (Please use template letter at appendix 6). The letter will
advise the teacher of the date and time of the First Formal Capability Meeting. Advice should be sought from
HR prior to arranging this meeting.

Appeals

Appraisees have a right of appeal against any of the entries in the written appraisal report. Details of the
appeals process are available from the headteacher or from the school governing body/trustees, in the case
of a headteacher/CEOQ. The teacher may exercise the right of appeal, assisted by a colleague, a trade union
official or a trade union representative may write to the Chair of Governors setting out their grounds of
appeal. All appeals will be considered by a member of the governing body.
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GENERAL PRINCIPLES UNDERLYING THIS POLICY

Grievances

Where a member of staff raises a grievance during the appraisal or capability process, depending on the nature of
the grievance, it may be appropriate to temporarily suspended the process in order to deal with the grievance.
Where the grievance and appraisal or capability cases are related it may be appropriate to deal with both issues
concurrently.

Retention
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.

This policy will be monitored and reviewed on an annual basis.

Policy updated: November 2025

Staff responsible: Headteacher

This policy was ratified by the Governing Body on: 39 December 2025

Signed on behalf of the Governing Body: (signature)

M. Kashif - Chair of Governors (printed)
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Appendix 1
Appraisal Document

Appraiser

Date of Meeting

Discussion points:

Wellbeing

How are you feeling? How is your wellbeing?

Is there any additional support that can be provided in relation to this?

Workload

How are you finding managing your workload?

Is there any support that can be offered?
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Training and Development

Focus:

Action:

Support:

Timescales:

Career aspirations:

Short term:

Medium term:

Long term:
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Objective 1:
Fully achieved

Comments:

Objective 2:
Fully achieved

Comments:

Objective 3:

Fully achieved
Comments:

Objective 4:
Fully achieved
Comments:

Partly achieved

Partly achieved

Partly achieved

Partly achieved

Not achieved

Not achieved

Not achieved

Not achieved

ASSESSMENT AGAINST STANDARDS

*Add Teachers’ Standards and/or any other standards that apply (i.e., the Teachers’ Standards and any other
relevant standards):

Comments:
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PLANNING FOR THE SCHOOL YEAR AHEAD:

OBJECTIVES

Objective 1:

Steps to achieve, evidence to assess progress, and timescales:

Objective 2:

Steps to achieve, evidence to assess progress, and timescales:

Objective 3:

Steps to achieve, evidence to assess progress, and timescales:

Objective 4:

Steps to achieve, evidence to assess progress, and timescales:
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STANDARDS

Standards to focus on:
(for example, Teachers’ Standard 2: ‘Promote good progress and outcomes by pupils’)

Evidence to assess progress and timescales:

Reviewer:

Reviewee:

Signatures

Date:

DATE OF NEXT MEETING:

Luton HR Traded Services Chapter 4 — Section 2 — Page 11 November 2025



Appendix 2

TEACHER APPRAISAL

MODEL LETTER - Invite to Informal Capability meeting
| am writing to request your attendance at a meeting to:

e give you feedback about concerns in relation to your performance and how it
needs to improve

give you the opportunity to comment on the concerns

identify support that will be useful to you in addressing those concerns
identify a review date and a mechanism for monitoring

discuss the next steps in the process

The meeting will take place on (date), at (time), in my office. | will be supported by (name
of HR Adviser) at that meeting. | have also invited (name), as your line
manager/appraiser.

You are entitled to be represented at the meeting by a trade union representative or work
colleague. It is your responsibility to make the appropriate arrangements. It is
recommended that you contact your representative as soon as possible and advise them
of the date and time of the meeting.

(May | take this opportunity to remind you that you do have free access to the ADD IN
COMPANY NAME Employee Assistance Programme helpline and counselling service,
which the school subscribes to on your behalf. This may be accessed by yourself or your
family and the contact number is ADD IN NUMBER or you can visit the online platform
ADD IN WEBSITE. The organisation code is *****)

Yours sincerely

NAME
Head teacher
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APPENDIX 3

TEACHER APPRAISAL

MODEL LETTER - outcome of Informal Capability meeting

| write to confirm the discussion which took place at our recent meeting on (date).

At the meeting we considered areas for your development with reference to the national
Teachers’ Standards (and /or other applicable national standards) and the objectives set
during your most recent appraisal period. The principal areas of concern are as follows:
e (Areas of concern)

[ ]

[ ]

You commented that ...(include any comments made by the teacher in response)

We agreed the following specific targets as a realistic expectation of you in your post as
(post title):

e (Targets)

[ ]

[ ]

Achievement in these areas will be monitored by (name).

In addition to the support and training which has already been given to you (may wish to
insert) we agreed to put in place the following, in order to assist your development:

e (Support and training)
This is set out in more detail in the attached sheet.

Progress will be reviewed by (name of reviewer) on (date). They will be supported by a
HR Adviser. You are entitled to be accompanied by a companion.

It is important for me to emphasise that the school will work with you with the aim of helping
you achieve and maintain a satisfactory level of performance in the areas identified above.
However, if progress at our review meeting is insufficient, | shall have no alternative but to
move into the school’s formal Capability Procedure, a copy of which is enclosed.

Please have no hesitation in seeking clarification or further support if you feel this would
help.

Headteacher/SLT
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IMPROVEMENT PLAN

Appendix 4

Employee name

Reviewer’s name

Job title

Role title

Date

Teachers Standard

Performance issue/concern

Detail specific area where performance standards
have not been met. Examples should be provided.

Expected improvement actions/performance/evidence
to be used/success criteria

Detail what actions need to be taken/outcomes need to
be delivered to achieve the standard expected &
timescales set.

Training or support
required

Due date

behaviour

E.g. Time Management, book marking,

management

e.g.  professional
course,
Internal/external
support
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Appendix 5

TEACHER APPRAISAL
MODEL LETTER — RECORD OF SATISFACTORY REVIEW
| write to confirm the outcome of our review meeting. At that meeting we reviewed
your progress against the following targets set with reference to the national
Teachers’ Standards (and /or other applicable national standards):
(Targets)

| am pleased to confirm that you have made/are making sufficient progress in meeting
an acceptable level of performance in these areas. Therefore, the appraisal process
will continue to apply, and your performance will be managed in accordance with the
school’s Appraisal Policy.

It is, of course, very important that this improvement is sustained. In the event that
this should not be the case, then the school’s Capability Procedure will apply.
Please have no hesitation in seeking clarification or further support if you feel this

would help.

Reviewer
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APPENDIX 6
APPRAISAL PROCEDURE

MODEL LETTER - transition to Capability Procedure

| write to confirm the outcome of our review meeting. At that meeting we reviewed
your progress against the following targets set with reference to the national
Teachers’ Standards (and /or other applicable national standards):

(Targets)

As a result of our meeting, | regret that | consider insufficient/no progress has been
made in meeting an acceptable level of performance in these areas. The headteacher
will now hold a First Formal Capability meeting with you, as per paragraph one of the
school’s Capability Procedure. At the meeting the headteacher may conclude that
there are insufficient grounds to pursue capability and that the appraisal procedure will
apply, adjourn to obtain additional information or issue a formal warning and
commence monitoring under the Capability Procedure for Teachers.

The meeting will take place on (date), at (time), (venue). The headteacher will be
advised by (name) at that meeting. You may be accompanied at the meeting by a
companion. Details of who a chosen companion may be are provided in the
Capability Procedure for Teachers in Schools. A note taker will be in attendance to
record the main points of the discussion at the meeting. | will also be in attendance.

The purpose of the meeting is to

e give you feedback about concerns in relation to your performance and give
you guidance on how it needs to improve

e give you the opportunity to comment on those concerns

e discuss the support available to you to address those concerns

e set out the timetable for improvement and how performance will be monitored
and reviewed.

Please be advised that the outcome of this meeting may be a formal warning that
failure to improve in the period set may result in your dismissal.

Please have no hesitation in seeking clarification or further support if you feel this
would help
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APPENDIX 7

Lesson Observation, Learning Walks and Drop-Ins Protocol

Schools should ensure that lesson observations, learning walks and drop ins are undertaken
within a culture of trust. Schools are encouraged to be mindful of the timing of the drop ins
and learning walks to try to distribute these as evenly as possible throughout the academic
year.

Lesson Observations

1. Arrangements for classroom observations for appraisal purposes should be
included in the school’s appraisal policy
2. All staff should have at least 5 working days’ notice of a formal lesson
observation and be aware of the following:
e the main purpose of the observation
e which particular aspect is the focus of the observation
e the duration of the observation
e who will be conducting the observation
3. Verbal feedback should ideally be provided within 48 hours and written
feedback within 5 working days
4. Information collected during a formal observation should be used for multiple
purposes such as evaluating standards of teaching, informing school self-
evaluation and completing the appraisal requirements
5. The total time for formal observations should not exceed 3 hours in any
academic year unless previously agreed with the staff member

Learning Walks

1. Explain the purpose of the learning walk, reminding staff that they are not
being individually judged on their performance

2. Let staff know when and how you will share any outcomes

3. Staff who are undergoing capability or disciplinary procedures will not be
visited

4. Supports whole-school improvement, and provides evidence for a school

improvement plan (SIP)

Learning walks should be developmental and constructive not judgemental

Learning walks should have a purpose and focus which is shared with staff

Staff should be aware of when the learning walk will occur

Feedback should be given

© N OO
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9.

Copies of any records/notes taken during the learning walk should be shared
with the relevant staff

Drop-Ins

1.
2.

o

Members of the Senior Leadership can complete ‘drop-ins’

The Senior Leadership Team should have a timetable of ‘drop-ins’ to ensure
no staff member is visited more than once a half term

No written records should be kept of ‘drop-ins’

‘Drop-ins’ can be completed for a variety of reasons including monitoring the
quality of teaching, progress and the learning environment.
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