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Introduction 
At All Saints Academy our vision is “Living Well Together with Dignity, Faith and 
Hope”. We aspire to take dignified decisions and afford dignity to all members of our 
community, regardless of background or circumstance. Our position as a Voluntary 
Aided Church Academy means that the Christian faith has a central role in all of our 
actions and decisions. We strive for excellence in all that we do, enabling our 
students to transform their lives and to hope for happy and successful futures. 
 
We are committed to ensuring opportunities and access for all and values the 
abilities and achievements of all our students. We aim to identify, make provision 
and make reasonable adjustments where possible, for students with special 
educational needs and disabilities. We also aim to create and maintain awareness 
within the Academy of the needs of students with special educational needs and/or 
disabilities, so all members of the Academy share the responsibilities. We recognise 
the value of parents/carers in supporting their children and will look to engage them 
in planning to meet the needs of individuals.  
 
Our vision translates into our everyday practice. The values of Dignity, Faith and 
Hope are particularly relevant in ensuring all in our community are encouraged to 
develop and improve the quality of teaching, leadership capacity and to raise 
standards of achievement for all children. We promote the concept of education as a 
gift and blessing. The value of dignity is particularly relevant when we consider 
reconciliation, resolution and respect. 
 
This policy covers all teachers except teachers on short fixed term contracts of less 
than one term and those in their induction year. This policy sets a framework for all 
teaching staff to strive for excellence by agreeing and reviewing targets within the 
context of the Academy’s improvement plan and their own professional needs. 
 
Text in bold indicates statutory requirements contained in the Appraisal Regulations 
or the Academy Staffing Regulations 
 
Purpose 
This policy sets out the framework for a clear, truthful, fair and consistent 
assessment of the overall performance of teachers, including the Principal, and for 
supporting their development within the context of the academy’s plan for improving 
educational provision and performance, and the standards expected of teachers. It 
also sets out the arrangements that will apply when teachers fall below the levels of 
competence that are expected of them.  
 
2Application of the policy  
The policy covers appraisal, and it applies to the Principal and to all teachers 
employed by the Academy, except those on contracts of less than one term, 
those undergoing induction (i.e. NQTs) and those who are subject to formal 
capability procedures. 
 
 



Treat everyone you meet with dignity. Love your spiritual family. Revere God. This is 
the kind of life you’ve been invited into, the kind of life Christ lived.  

1 Peter 2: Verse 17 - 23 
 
Appraisal  
Appraisal in this academy 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.  
 
The appraisal period  
The appraisal period will run for twelve months from 1st September to 31st August.  
 
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.  
 
Appointing appraisers  
The Principal will be appraised by the Governing Body, supported by a suitably 
skilled and/or experienced external adviser, ideally someone who has had leadership 
experience in a similar Academy, who has been appointed by the Governing 
Body for that purpose.  
 
In this academy the task of appraising the Principal, including the setting of 
objectives, will be delegated to a subgroup consisting of three members of the 
Governing Body.  
 
The Principal will decide who will appraise other teachers. All appraisers appointed 
by the Principal will have Qualified Teacher Status (QTS) and relevant experience. 
The teacher’s line manager or another senior person in the teacher’s subject area 
will normally be their appraiser. If they are unable to conduct the appraisal, an 
appropriately experienced appraiser will be appointed in their place. If legitimate 
concerns are raised about the choice of appraiser, these will be carefully considered 
and, if the principal (or, in the case of the Principal, the governing body) considers 
these concerns to be valid, an alternative appraiser will be offered.  
 
Setting objectives  
The Principal’s objectives will be set with the three members of the sub-group 
of the Governing Body after consultation with the external adviser.  
 
Objectives for each teacher will be set before or as soon as practicable after, 
the start of each appraisal period. 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. The appraiser and teacher will seek to 
agree the objectives but, if that is not possible, the appraiser will determine the 
objectives. Objectives may be revised if circumstances change. If the teacher 
considers them unacceptable there is a right of appeal to the Principal whose 
decision is final.  
 
The objectives set for each teacher will, if achieved, contribute to the 
academy’s plans for improving the academy’s educational provision and 
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performance and improving the education of pupils at that academy. The 
Principal will quality assure all objectives against the academy improvement plan. 
 
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. From 1st September 
2012, with the exception of those who are qualified teachers by virtue of holding and 
maintaining Qualified Teacher Learning and Skills QTLS status, all teachers will be 
assessed against the set of standards contained in the document called “Teachers’ 
Standards” published in July 2011, or the most recent version of this document. The 
Principal or governing body (as appropriate) will consider whether certain teachers 
should also be assessed against other sets of standards published by the Secretary 
of State that are relevant to them.  
 
For teachers who are qualified teachers by virtue of holding QTLS status, it is for the 
governing body or Principal to decide which standards are most appropriate. Such 
teachers may be assessed against the Teachers’ Standards, against any other sets 
of standards issued by the Secretary of State, against any other professional 
standards relevant to their performance or any combination of those three. 
 
 
Reviewing Performance 
 
Observation  
This academy 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 academy improvement more 
generally. All observation will be carried out in a respectful and supportive fashion 
and in accordance with the academy’s observation protocols.  
 
In this academy 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 academy. Classroom observation will be carried 
out by those with QTS. In addition to formal observation, the Principal or other 
leaders with responsibility for teaching standards may “drop in” 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 will vary depending on specific circumstances and will accord with the 
academy’s observation protocols.  
 
Teachers (including the Principal) who have responsibilities outside the classroom 
should also expect to have their performance of those responsibilities observed and 
assessed.  
 
Development and support  
Appraisal is a supportive process which will be used to inform continuing 
professional learning. The academy wishes to encourage a culture in which all 
teachers take responsibility for improving their teaching through appropriate 
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professional development. Professional development will be linked to academy 
improvement priorities and to the ongoing professional development needs and 
priorities of individual teachers. The academy’s CPD programme will be informed by 
the professional learning needs identified as part of the appraisal process. The 
governing body is responsible for monitoring provision for teachers’ professional 
learning needs providing opportunities for transformation.  
 
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 sensitively highlight particular areas of strength as 
well as any areas that need attention. When progress is reviewed, if the appraiser is 
satisfied that the teacher has made, or is making, sufficient improvement, the 
appraiser will recommend to the Principal that the appraisal process will continue as 
normal, with any remaining issues continuing to be addressed through that process. 
The final decision to accept the recommendation rests with the Principal 
 
Teachers Experiencing Difficulty  
Where there are concerns about any aspects of the teacher’s performance the 
appraiser will meet the teacher formally to: 
• give clear feedback to the teacher about the nature and seriousness of the 

concerns;  
• give the teacher the opportunity to comment and discuss the concerns;  
• agree any support (e.g. coaching, mentoring, structured observations), that will 

be provided to help address those specific concerns;  
• make clear how, and by when, the appraiser will review progress. It may be 

appropriate to revise objectives, and it will be necessary to allow sufficient time 
for improvement. The amount of time will be defined by the academy and will 
reflect the seriousness of the concerns;  

• explain the implications and process if no – or insufficient – improvement is 
made.  

 
In all cases the appraiser will inform the Principal of the situation prior to the meeting.  
 
Transition to capability 
If the Principal 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, and will be invited to a formal capability meeting. The 
Principal’s decision is final. The capability procedures will be conducted according to 
the academy’s capability policy and procedures.  
 
 
Annual assessment  
Each teacher's performance will be formally assessed in respect of each appraisal 
period. In assessing the performance of the Principal, the Governing Body must 
consult the external adviser.  
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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. The frequency of these 
meetings will be determined by the Academy.  
 
The teacher will receive as soon as practicable following the end of each 
appraisal period – and have the opportunity to comment in writing on - a written 
appraisal report. In this academy, teachers will receive their written appraisal reports 
by 31st October and 31st December for the Principal. 
 
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 teacher’s standards;  
• An assessment of the teacher’s professional development needs and identification 

of any action that should be taken to address them;  
• A recommendation on pay where that is relevant which will be reviewed by the 

Principal who has the responsibility for making the final decision on pay. (NB – 
pay recommendations need to be made by 31st December for Principals and by 
31st October for other teachers.)  

• A space for the teacher to comment.  
 
The assessment of performance and of professional development needs will inform 
the planning process for the following appraisal period. Where teachers are eligible 
for pay progression, the recommendation made by the appraiser will be based on the 
assessment of their performance against the agreed objectives. The decision will be 
based on the statutory criteria and guidance set out in the STPCD and the relevant 
teacher standards.  
 
The assessment of performance and of professional development needs will inform 
the planning process for the following appraisal period. 
 
Appeals  
We will always seek a resolution and a  simple disagreement should not be regarded 
as grounds for an appeal; the appraiser’s judgement should prevail in the event of 
disagreement concerning the appraisal report and objective setting. In line with our 
vision, opportunities for reconciliation and resolution will be explored. The aim should 
be to resolve such issues informally through professional dialogue.  
 
If a teacher wishes to appeal against any aspects of the appraisal report this should 
be undertaken using the academy’s grievance procedures. The usual grounds would 
need to be related to a flawed process such as: 
• Failure to have proper regard to the appraisal regulations;  
• Incorrect application of the regulations or the provision of the academy’s Appraisal 

policy;  
• Failure to take account of relevant evidence;  
• Bias;  
• Unlawful discrimination 
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General principals underlying this policy  
 
Confidentiality  
The appraisal processes will be treated with confidentiality. However, the desire for 
confidentiality does not override the need for the Principal and governing body to 
quality-assure the operation and effectiveness of the appraisal system, and for other 
purposes including:  
• Planning continuing professional development;  
• Making efficient use of aggregated lesson observation information for a variety of 

academy leadership and improvement purposes; 
•   Providing evidence for Ofsted inspections 
 
The Principal (or appropriate senior colleague given delegated responsibility) will 
review all teachers’ objectives and written appraisal records in order to check 
consistency of approach and expectation between different appraisers. 
 
Consistency of Treatment and Fairness  
The Governing Body is committed to ensuring consistency of treatment and fairness. 
It will abide by all relevant equality legislation, including the duty to make reasonable 
adjustments for disabled teachers. The governing body is aware of the guidance on 
the Equality Act issued by the Department for Education. 
 
Definitions  
Unless indicated otherwise, all references to “teacher” include the Principal.  
 
4.4 Delegation  
Normal rules apply in respect of the delegation of functions by the Governing Body 
and Principal.  
 
Grievances  
The Academy’s Grievance policy applies – see also Appeals. Where a member of 
staff raises a grievance during the capability procedure the capability procedure may 
be temporarily suspended in order to deal with the grievance. Where the grievance 
and capability cases are related it may be appropriate to deal with both issues 
concurrently.  
 
Sickness  
If long term sickness absence appears to have been triggered by the 
commencement of monitoring or a formal capability procedure, the case will be dealt 
with in accordance with the academy’s absence policy and will be referred 
immediately to the Occupational Health Service to assess the member of staff’s 
health and fitness for continued employment and the appropriateness or otherwise of 
continuing with monitoring or formal procedures. In some cases, it may be 
appropriate for monitoring and/or formal procedures to continue during a period of 
sickness absence.  
 
Monitoring and Evaluation  
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The governing body and Principal will monitor the operation and effectiveness of the 
academy’s appraisal arrangements.  
Retention  
The Governing Body and Principal will ensure that all written appraisal records are 
retained in a secure place for six years and then destroyed. 
 
Timescales  
Term 1  
• Teacher reviews objectives for the appraisal cycle which is finishing.  
• Teachers assess themselves against current Teachers Standards and consider 

Career Stage Expectations.  
• Teacher uses this assessment, previous lesson observation feedback and other 

information to consider objectives for next cycle.  
• Teacher and Appraiser meet to discuss and produce the Appraisal Report. This 

written report needs to be with the Principal by 31st October. (Teacher to ensure 
Appraiser has a copy of their self-assessment of their performance against current 
Teaching Standards at least 48 hours before the Review Meeting.)  

 
Term 2  
•  Principal’s Appraisal Meeting and Report to be produced by 31st December.  
• Teachers first lesson observation to be completed by Friday 2nd December 2016. 

Lesson Observation to be copied to the Principal.  
 
Term 4  
• Teachers second lesson observation to be completed by Friday 24th March 2017. 

Lesson observation to be copied to the Principal.  
• Interim Review of Objectives to take place between Teacher and Appraiser by the 

end of term 4. A copy of the Interim Review Statement to be copied to the 
Principal.  

Term 5&6  
• Teachers ensure they have collected enough evidence for each of their targets  
 
 
 
Notes:  
• Lesson observations which are part of HOD monitoring can also be used as an 

Appraisal Observation.  
• If an inadequate lesson is observed the teacher must be seen again within two 

weeks. The usual academy protocols will apply.  
 
Objectives  
Teachers will set four objectives; these will link to the SIP and will include:  
• Students’ progress  
• An aspect of the SIP  
• Professional development – identified via assessment against current Teaching 

Standards  
• For those teachers who hold a TLR or are on the Leadership Spine an additional 

objective will be set related to their responsibilities  
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Observations  
Teachers will be observed for two lessons during the academic year. Both the 
observations must be completed by the appraiser. Any member of staff observing 
appraisal lessons must have completed the academy’s lesson observation training. 
The lessons must be from different key stages. 
 
 
Things to consider for a successful appraisal  
 
Self-reflect/review yourself regularly  
Make regular notes throughout the year and review yourself against any 
performance objectives or criteria discussed and agreed at your appraisal meeting 
and relevant standards/job description. Keep any observations or communication 
where you have been praised for a job well done. Update your professional learning 
record regularly. Where areas for improvement have been identified keep notes on 
what you have done, when and the difference it has made. You'll be better prepared 
when it comes to appraisal time.  

 
Remember that appraisals are a two-way process  
Together, you and your appraiser should be clear about the objectives and the 
evidence that will be used to assess you against them and standards. It’s important 
to differentiate your appraisal meeting from your regular informal catch-ups. 
Strengths and areas to work on should be clearly addressed by both parties.  
 
Take the initiative  
Prepare notes on your performance and suggest how it can be improved. Reflect on 
your job description and your last appraisal. List the areas that you've found tough 
and how you've overcome them – then list the areas you've excelled in.  
 
 
 
Consider what resources you might need  
Think about how you see your future career developing and what your goals and 
aspirations are. Then think about what you may need to help you further develop 
your role and become more effective. If you are working towards the post threshold 
standards make sure you have sufficient evidence to show you have met the 
standards. This can be discussed as part of your appraisal.  
 
Be completely open  
All aspects of your work should be discussed, both positive and negative – and from 
both your own and your line manager's perspective. Focusing on your weaknesses is 
as important as your strengths; it's the best way you can expect to develop in your 
role.  
 
Set the tone and be positive  
Once in the meeting, provide a summary of how you view your performance since 
your last appraisal. Be positive but be willing to discuss any areas that have not gone 
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as well as you would have liked – this is a professional development process too. It 
needs to be an honest and reflective process.  
 
If aspects of your practise are challenged be professional and prepared to 
listen  
Be professional. Discuss anything that you disagree with positively and calmly. Ask 
your line manager to provide evidence of where you may be lacking.  
 
Take control  
When the appraisal is over, read it through before signing it and make sure you 
receive a copy. The appraisal shouldn't stop when the door closes. Leave the 
meeting with a clear set of actionable steps: it's your career – it's up to you to take 
control of it. Remember too that your actions impact on pupils and the quality of their 
learning so it is important that this is right. 
 
Remain positive  
Remember that appraisals are part of an on-going relationship. Line managers want 
staff to be successful. Successful, reflective and effective staff ensure successful 
outcomes for students and the academy. 
 
 



  
 

APPENDIX 1: Teacher Appraisal Roles & Responsibilities 

 Appraisee Appraiser 

Before 
the 
meeting 

• Carry out a self-review reflecting on: 
• your current role/job description  
• key successes, achievements, challenges  
• progress towards objectives 
• assessment against the teacher/standards  
• impact of training and development on 

performance  
• Collate supporting evidence as agreed  
• Think about possible future objectives and training and  
   development needs 

• Understand the wider perspective of the priorities and 
developments for the academy  

• Be familiar with the academy’s appraisal policy/process  
• Ensure a sound knowledge of the role and work of the appraisee  
• Consult the current job description of the appraisee and relevant 

standards  
• Consult previous appraisal records (where applicable)  
• Gather and review appropriate evidence (lesson observations, 

learning walks, etc.) and ensure that all evidence has been shared 
with the appraisee prior to the meeting 

• Agree a mutually convenient time and place 

During 
the 
meeting 

Review of previous year’s objectives  
Discuss the following: 
• key successes, achievements over appraisal cycle  
• progress towards objectives using appropriate evidence 
• performance against relevant teacher standards 
• any factors which have had an impact on effectiveness  
• impact of support and training/CPD  
 
Planning future objectives  
Discuss the following:  
• future objectives linked to job role, experience academy 

priorities, teacher standards and future career 
progression  

• the support, professional learning and development 
activities needed to meet objectives  

• agree performance/success criteria and evidence which 
will be used to assess performance including classroom 
observation 

Review of previous year’s objectives  
Discuss the following:  
• the appraisee’ s work over last appraisal cycle – successes, 

achievements  
• any factors which have had an impact on effectiveness 
• progress towards their objectives using appropriate evidence  
• performance against relevant teacher standards  
• impact of support and training/CPD  
• agree a recommendation on pay for eligible teachers  

 
Planning future objectives  
Discuss the following:  
• future objectives linked to job role, experience, academy priorities, 

teacher standards and future career progression  
• support, professional learning/development activities needed to 

meet objectives 
• agree evidence/success criteria and evidence which will be used to 

assess performance including classroom observation  
• Keep an accurate record of the discussion in order to complete 

relevant documentation 
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After the 
meeting 

• Develop skills and practice related to the objectives  
• Participate in interim discussions to review progress  
• Ensure reviewers are made aware of any concerns at 

the time they arise about progress or provision of 
support or training  

• Keep a copy for own records. 

• Write the appraisal statement  
• Copy to appraisee to agree and copy to the Principal and CPD 

leader 
• Monitor and review progress throughout the year towards the 

agreed objectives, ensuring provision of planned support and 
development.  

• File documentation (to be kept for minimum of 6 years) 



  

APPENDIX 2: Pay Recommendation Document 
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