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Woodborough Wood’s School Appraisal Policy  
  
The Governing Body of Woodborough Woods Foundation C of E (Aided) School 
adopted this policy on 15/12/21 
 
It will be reviewed on annually.  
 
At Woodborough Wood’s Foundation Church of England (Aided) Primary School we 
aim to provide a high-quality education to enable every child to reach their full 
potential within an inclusive and nurturing Christian community. 

 

At Woodborough Wood’s we believe that everyone is created in the image of God 
and is of infinite worth. The school’s behaviour policy is based on Christian values. In 
our Christian community relationships are based on these core values: loving, caring 
attitudes; concern for the whole person; justice and respect for others. reconciliation 
and forgiveness are central to the Christian gospel and the notion of a fresh start is a 
key part of the school’s behaviour policy.  

“A disciple is a student.” 

Dr Siegel 

The word discipline means to teach or train. 

 

We have due regard for our duties under the Equality Act 2010. Through the delivery 
of this policy we will ensure we eliminate discrimination, advance equality of 
opportunity and foster good relations between all stakeholders and members of the 
global community.  

 
Advice, Support and Training 

It is the responsibility of the head teacher to ensure that all relevant senior leaders 
understand their role and have access to appropriate support, advice and training in 
the application of these procedures.  The head teacher should also ensure, in con-
junction with the chair of governors and the training co-ordinator, where appropriate, 
that in discharging their duties and responsibilities, governors have access to support, 
advice and training as appropriate.  

Purpose  

2.1 This policy sets out the framework for a clear and consistent assessment of:  
 

• the overall performance of teachers, including the headteacher, and  

• for supporting the development of teachers within the context of the 
school’s plan for improving educational provision and performance, and 
the standards expected of all teachers.    

 

2.2 The appraisal policy will also be used to address any concerns about a teacher’s 
performance at the earliest possible opportunity. If concerns are such that they 
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cannot be resolved through appraisal, consideration will be given to the com-
mencement of the capability procedure. This policy therefore sets out the ar-
rangements within the appraisal process that will apply when teachers fall below 
the levels of competence that are expected of them. 

 

2.3 Where the headteacher and other teachers are eligible for pay progression, the 
assessment of performance throughout the cycle, against the objectives, the  
performance criteria specified in the appraisal statement and the criteria set out 
in paragraph 9.4 (a) to (c) and 9.10 (a) to (e) of the School Pay Policy, will be the 
basis on which the recommendation is made by the reviewer.  

 
Equalities and Equal Opportunities  
 
3.1 The governing body recognises its legal responsibilities to staff under the Equal-

ity Act 2010 and this policy will ensure equality and fairness regardless of race, 
sex (gender), sexual orientation, religion or belief, gender re-assignment, preg-
nancy and maternity, marriage and civil partnership, disability, age or trade union 
membership. All appraisal decisions will be taken in accordance with relevant 
equalities legislation, the Employment Relations Act 1999, the Part-Time Work-
ers (Prevention of Less Favourable Treatment) Regulations 2000 and the Fixed 
Term Employees (Prevention of Less Favourable Treatment) Regulations 2002.  
In doing so and in accordance with the delegated responsibility summarised in 
the school decision planner/scheme of delegation, the appropriate committee of 
the governing body will ensure that appraisal processes and decisions, linked to 
pay are open, transparent and fair.   

 
3.2 In meeting its equalties obligations the school will pay particular attention in qual-

ity assuring appraisal statements, setting objectives and the links with pay and 
pay progression. 

 
Application of the Policy  

4.1 This policy, covers appraisal, and applies to the headteacher and to all teachers 
employed by the school or local authority, except those on contracts of less than 
one term, those undergoing induction (ie ECT’s/ NQTs) and those for whom the 
appraisal process has been suspended as they are subject to the schools Disci-
plinary (Capability) Procedure. The capability procedure applies only to teachers 
(including the headteacher) and support staff about whose performance there 
are serious concerns that the appraisal process has been unable to address.  

 
 4.2 The policy also applies to: N/A 
 

4.3 Appraisal in this school 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 and to contribute to their wellbeing. It will help ensure that teach-
ers are able to continue to improve their professional practice and to develop as 
teachers. 

 
The Appraisal Period  
 

5.1 The appraisal period will run for twelve months from September to August 
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5.2 Teachers who are employed on a fixed term contract of less than one year but 
of one term or more will have their performance managed in accordance with the 
principles underpinning this policy.  The length of the appraisal period will be 
determined by the duration of their contract. 

 
5.3 There is flexibility to have a longer or shorter appraisal period when teachers 

begin or end employment with a school.  Where a teacher ceases employment 
other than at the end of the appraisal period, the appraisal period ends on the 
last day of employment.  Where a teacher starts their employment at the school 
part way through an appraisal cycle, the headteacher or, in the case where the 
employee is the headteacher, the governing body, shall determine the length of 
the first cycle for that teacher with a view to bringing his/her cycle into line with 
the cycle for all other teachers as soon as possible. 

 

5.4 Where a teacher transfers to a new post within the school part way through a 
cycle, the headteacher or, in the case where the employee is the headteacher, 
the governing body shall determine whether the cycle should begin again and 
whether the appraiser should change. 

 
Impact of Absence During the Appraisal Cycle  
 

6.1 Where absences occur during the appraisal cycle, it is important that Head 
Teachers (for teachers) and the Chair of Governors (in respect of the head 
teacher) seek advice from the HR Service / school HR provider. If the head 
teacher is absent for a prolonged period the governing body must ensure that 
robust arrangements for the management of the appraisal cycle for all staff in the 
school, including for the acting head teacher are put in place. 

 
Where employees have been absent for long periods e.g. due to maternity leave 
or disability related sickness absence, appropriate consideration and reasonable 
adjustments will be made towards the meeting of criteria for pay progression. 
The governing body will take into account the particular circumstances of the 
case and the exact adjustments will be made on a case-by-case basis.  Where 
other sickness absence occurs during the appraisal cycle the appraiser, including 
the head teacher / governing body (where relevant) will assess the extent to 
which the teacher has demonstrated that the criteria for pay progression have 
been met at the annual appraisal review. The governing body will take account 
of additional advice issued by the local authority from time to time, including in 
respect of the impact of Covid – 19. (See Appraisal Guidance 6.1)   

  
Appointing Appraisers  
 
7.1 The governing body will ensure that all appraisers, other than those appraising 

the headteacher are qualified teachers (or recognised equivalent) and that a 
teacher’s appraiser will normally be their line manager where the headteacher 
delegates this responsibility. The governing body will ensure that all appraisers, 
including members of the governing body, are suitably trained.  

 
Appraisal Arrangements for the Headteacher  
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7.2 The headteacher will be appraised by the governing body’s appointed appraisers 
(which must exclude any governor who is also a member of staff, relatives or any 
others who may have a potential pecuniary interest), supported by a suitably im-
partial, skilled, informed and experienced external adviser who has been ap-
pointed by the governing body for that purpose.  

 

7.3 In this school, the task of appraising the headteacher, including the setting of 
objectives and undertaking in-year reviews, will be delegated to two or three 
members of the governing body.  

 

Appraisal Arrangements for all Other Teachers  
 

7.4 The headteacher will decide who will appraise other teachers. In this school, the 
governing body has agreed that the Headteacher and Deputy Head Teacher will 
carry out appraisals in accordance with the teachers who they line manage. 

 
Quality Assurance of Appraisal Statements  
 

8.1 The governing body is committed to ensuring consistency of treatment and fair-
ness in the operation of the Appraisal Policy for all staff. The school operates a 
system of moderation to ensure that all appraisers are working to the same 
standards. Objectives will be moderated across the school to ensure that they 
are consistent between teachers with similar experience and levels of responsi-
bility. The following provisions have therefore been put in place in relation to 
moderation, quality assurance and objective setting in the appraisal process:  

 

8.2 Headteacher Appraisal - the Governing Body will: Nominate 2 governors, exclud-
ing any governor who is also a member of staff who will not be involved in the 
head teacher’s appraisal or any appeal regarding the head teacher’s appraisal 
to ensure that the appraisal statement: 

 
8.3 Other Teacher Appraisal - Where appraisal is delegated to line managers for 
some or all teachers the headteacher will: Moderate all the appraisal planning state-
ments to check that the plans recorded in the statements:  

• Are consistent in the degree of challenge between those who have similar ex-
perience and responsibility; 

• Comply with the School’s Appraisal Policy, the Appraisal Regulations and rele-
vant equality legislation; 

• Assess the teacher’s performance of their role and responsibilities against the 
relevant Teacher Standards and the PRP criteria as set out in Toolkit Appendix 
3 and 3a of the Pay Policy; 

• Ensure that the objectives set for each teacher, will, if achieved, contribute to 
the school’s plans for improving its educational provision and performance and 
improving the education of pupils at that school; and 

• Set out the level of performance required to achieve pay progression and en-
sure that objectives are more challenging for teachers and school leaders as 
they gain experience and paid on higher pay ranges. 

 
Setting Objectives  
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9.1 The governing body of a school must, before, or as soon as practicable after, the 
start of the appraisal period following consultation with the external adviser and 
the headteacher: 

a)  inform the head teacher of the standards against which the head teacher’s per-
formance will be assessed; and  

b)  set objectives for the head teacher   
 

9.2 The head teacher must, in respect of every other teacher, before, or as soon as 
practicable after, the start of the appraisal period: 

a) inform the teacher of the standards against which the teacher’s performance will 
be assessed; and  

b)  set objectives for the teacher 
 
 9.3 The Appraisal Regulations (7) (6) (a) state that in undertaking appraisal “the gov-

erning body (for head teacher appraisal) and the head teacher (for all other 
teachers) must: 

 
a) assess the teacher’s performance of their role and responsibilities against: 

(1) the standards applicable to that teacher contained in the “Teachers’ Stand-
ards” July 2011; and any other standards relating to the teachers’ perfor-
mance published by the Secretary of State as the governing body, the head 
teacher or local authority determines as being applicable to the performance 
of that teacher; and,  

(2) the teacher’s objectives which must be such that, if they are achieved, they 
will contribute to (a) improving the education of pupils at that school and (b) 
the implementation of any plan of the governing body designed to improve 
that schools’ educational provision and performance. 
 

b) assess the teacher’s professional development needs and identify any action 
that should be taken to address them; and 
 

c)   where relevant under the Document, include a recommendation relating to the 
teacher’s pay.  

 
Appraisal 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 (SMART) Specific, Measurable, Achievable, Realistic and Time-bound and 
will be appropriate to the role of the headteacher / teacher and level of experi-
ence.  

 
 The objectives will clearly set out the level of performance required, linked to the 

Teachers’ Standards and take into account the role and career stage of the 
teacher, with the expectation that an RQT or early career teacher (ECT) will re-
quire access to more support than a teacher approaching the maximum of the 
MPR or post threshold teacher. In all cases the teacher must understand what 
needs to be achieved in order to be considered for pay progression at the end of 
the appraisal cycle. The performance related pay (PRP) progression impact cri-
teria as set out in the Pay Policy Toolkit Appendix 3 and 3a of the School Pay 
Policy should be used as an additional framework for the setting of success cri-
teria linked to appraisal objectives so that teachers and leaders are clear about 
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the level of performance required for pay progression to be considered.  The 
School Pay Policy Appendix 3a, paragraph 4(a) – (b) sets out the governing 
body’s decision in relation to performance pay progression.  

 
9.4  The objectives will be more challenging and have higher expectations of teachers 

and school leaders as they gain experience and progress through the relevant 
pay scales. The objectives will have regard to what can reasonably be expected 
of the teacher in the context of their role, responsibilities and experience con-
sistent with the principle of achieving a satisfactory work/life balance. The ap-
praiser and appraisee will seek to agree the objectives but, if that is not possible, 
the final decision on the wording of the objectives rests with the headteacher. 
Objectives may be revised if circumstances change, such that the objectives set 
are no longer a priority for the individual’s professional development. 

 

9.5 The objectives set for each teacher will, if achieved, contribute to: 
 a) improving the education of pupils at the school; and  
 b) the implementation of any plan of the governing body designed to improve the 

school’s educational provision and performance. 
 
 This will be ensured by quality assuring all objectives against the school improve-

ment plan, the individual teacher’s assessment against the relevant Teachers’ 
Standards1, the Headteachers’ standards 2020  and class targets taking into ac-
count the age, capability and prior attainment of pupils in each teacher’s class(es) 
and national expectations of pupil progress). The agreed objectives and success 
criteria set will be supported by a description of what success may look like (suc-
cess criteria – in terms of teacher learning, pupil learning and pupil progress) and 
identify the support/professional development required. The school will take ac-
count of the latest DFE guidance in the light of the Making Data Work report.  

 

9.6 Before, or as soon as practicable after, the start of each appraisal period, each 
teacher will be informed of the standards against which his / her performance in 
that appraisal period will be assessed.  All teachers, including the head teacher,  
will be assessed against the ‘Teachers’ Standards’ September 2012 and in ad-
dition account will be taken of subject leaders standards, for those leading a sub-
ject in line with the current version of the STPCD (Section 3 Paragraph 48) and 
where applicable the post threshold standards. For head teachers and other sen-
ior leaders the governing body will also set objectives taking into account the 
Headteachers’ standards 2020.  

   
9.7 For teachers who are qualified teachers by virtue of holding QTS status,(or rec-

ognised equivalent)  it is for the governing body or headteacher to decide which 
of the teacher standards are most appropriate. Such teachers may be assessed 
against the Teachers’ Standards, any other relevant standards issued by the 
Secretary of State, or any other professional standards relevant to their perfor-
mance or any combination of those three.  

                                                           

• 1 Please note in paragraph 9.4 above, in September 2013, the DfE issued a set of Teachers' Standards 

(Early Years) September 2013.  These standards apply only to teachers who work in Early Years settings 
working with 2 years olds. Teachers working in FS1 or FS2 should be working to the Teachers’ Standards 
2012.  

 
 

http://www.nottinghamshire.gov.uk/media/115565/1-teachers-standards-early-years-september-2013.pdf
http://www.nottinghamshire.gov.uk/media/115565/1-teachers-standards-early-years-september-2013.pdf
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The Objectives  
 

10.1 In this school (complete as appropriate): 
 

All teachers including the headteacher will normally have a maximum of no more 
than 3 objectives, but by agreement this may be varied. Objectives will be pro-
portionate and focus on the key priorities for the teacher within the cycle and the 
appraisal process will be supportive and developmental.(See Appraisal Guid-
ance paragraph 10.1). 

 

10.2 Teachers, including the headteacher, will not necessarily have the same number 
of objectives and, where teachers work part time, objectives should be set taking 
into account their hours of work and their part time status. Where members of staff 
have returned to work following a period of extended absence, objectives and 
timescales may need to be adjusted as part of the reintegration to work and ac-
count may need to be taken when setting objectives for teachers who have a dis-
ability.  All teachers in school should have equal access to the support required in 
the areas identified for development. For further guidance in relation to absence 
and the impact on PRP progression decisions see the Pay Policy and Guidance.     

10.3 All teachers, including the headteacher, will have a whole school / team  objective 
linked to appropriate school / team improvement plans. 
 

10.4 All teachers, including the headteacher, will have an objective related to the 
Teachers’ Standards and/or National Standards of Excellence for Head Teachers/ 
other relevant standards as appropriate with the aim of ensuring that the quality 
of teaching in the school is at least good. Guidance on setting success criteria for 
appraisal objectives is set out in Pay Policy Toolkit Appendix 3.  

 

10.5 All teachers including the headteacher will have an objective linked to an addi-
tional area for improvement which will contribute to improving the education of 
pupils at the school (9.3), such as improving provision for disadvantaged pupils 
including pupils with SEND and other vulnerable groups attending the school. 

 

10.6 With regard to the head teacher and appraisal reviewers, appraisal should be 
used as an opportunity to ensure that robust child protection procedures and 
safer working practices are securely in place and understood. 

 
10.7 All teachers should receive focussed and effective professional development so 

that   teachers’ knowledge consistently builds and develops over time leading to 
improvements in the teaching of the curriculum. 

 
10.8 Leaders should ensure that effective and meaningful engagement takes place 

with staff at all levels and that where issues are identified in particular about work-
load or wellbeing they are managed and staff supported appropriately and quickly. 

 
10.9 All teachers are responsible for providing evidence to support progress towards 

or the  meeting of objectives. This evidence should be taken from the range of 
data available through the schools monitoring and evaluation arrangements, 
where evidence is relevant to the success criteria for the objective set. 
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Reviewing Performance  
 
Reviewing Progress  

11.1 Progress will be reviewed during and at the end of the appraisal cycle in a meet-
ing convened between the appraiser and appraisee (in the case of the head 
teacher this will be with the nominated appraisal governors). Assessment of per-
formance against all objectives will be based on the success criteria set at the 
beginning of the cycle or in line with any in-year adjustments to objectives which 
take place as part of an interim review. The range and level of evidence required 
for appraisal and pay determination purposes will always be proportionate and 
minimise workload. 

 

Evidence, Monitoring and Evaluation  
 

11.2 This school believes that monitoring and evaluation of classroom practice and 
other responsibilities is important both as a way of assessing teachers’ perfor-
mance in order to identify any particular strengths and areas for development 
they may have and of gaining useful information which can inform school im-
provement more generally.  All monitoring and evaluation will be carried out to 
support the individual to achieve the agreed objectives and achieve pay progres-
sion or address any performance concerns at the earliest opportunity, which will 
be delivered supportively.  Monitoring and evaluation will be conducted in line 
with the school’s agreed Monitoring and Evaluation, Quality Assurance Policy 
and where it is separate, the Classroom Observation Policy.   

 

11.3 Teachers’ performance will be regularly monitored and evaluated in line with the 
policy and the Appraisal Regulations 2012 and will take full account of the need 
to reduce bureaucracy, reduce teacher workload and support staff wellbeing 
wherever possible. The form and frequency of monitoring and evaluation will de-
pend on the individual circumstances of the teacher and the overall needs of the 
school.  Lesson observation within the context of the appraisal process will be 
carried out by qualified teachers. In addition to lesson observations, head teach-
ers or other leaders with responsibility for teaching standards could use a range 
of other appropriate monitoring tools in order to evaluate the standards of teach-
ing and to check that high standards of professional performance are established 
and maintained. This could include the use of pupil pursuits, work scrutiny and 
progress tracking data, self assessment, peer reviews and the views of pupils 
and parents. The evidence required and the length and frequency of any moni-
toring activity will depend on specific circumstances.  The head teacher will need 
to set out the frequency and form of monitoring and evaluation activities per cycle 
which all teachers will have as part of the appraisal process as a minimum re-
quirement.  This should include provision for exceptional circumstances where 
concerns have been raised about a teacher’s performance, or where the teacher 
requests additional observation visits.  The head teacher will ensure that any 
monitoring and evaluation activity integrates with other management require-
ments (for example subject reviews) to minimise duplication and additional work-
load. The headteacher/school leader may, as a matter of course, observe prac-
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tice whilst walking around the school and visiting classrooms as part of their reg-
ular routine, although this activity, will not form part of the individual’s appraisal 
process.     

 

11.4 Teachers (including the headteacher) who have responsibilities outside the 
classroom should also expect to have their performance of those responsibilities 
observed and assessed in line with their objectives. 

 
11.5 With regard to appraisal for all staff, including the head teacher, the governing 

body, the school leadership team and other appraisers should take the appraisal 
process as an opportunity to create the right culture and environment so that all 
staff feel comfortable, where it is appropriate, to discuss matters in work and 
outside of work, which have implications for the safeguarding of children in the 
workplace. These discussions can also help schools safeguard their employees’ 
welfare and wellbeing and contribute towards their duty of care towards their staff 
and pupils at the school. 

 

Appeals  
 

12.1 At specified points in the appraisal process the headteacher and other teachers 
have a right of appeal against entries in their appraisal statement, relating to pay 
progression following the completion of the quality assurance process, if appli-
cable. Where a teacher wishes to appeal on the basis of more than one entry on 
the appraisal statement this would constitute one appeal hearing. See Appendix 
1.  

 
Confidentiality and Retention of Records  
 

13.1 The appraisal process and the statements generated within it will be treated with 
the strictest confidentiality at all times. The governing body will ensure that ac-
cess to appraisal records is restricted, in line with the Data Protection Act 2018, 
to enable the line manager to undertake his / her line management responsibility 
and that the appropriate arrangements are in place for all appraisal records to be 
retained securely and confidentially for a minimum period of 6 years. The gov-
erning body will ask the school to provide anonymised information of the out-
comes of the most recent appraisal of all teachers, to inform decisions on pay 
recommendations.  Where the application of the capability process is required, 
an individual teacher’s appraisal information will be made available, but restricted 
to those staff and named governors as required by the procedures.  

 

Development and Support 
 

14.1 The governing body recognises the importance of appraisal and that it is a sup-
portive process, which will be used to inform continuing professional develop-
ment of all teachers to improve and develop their practice in the teaching of the 
curriculum.  The school wishes to encourage a culture, in which all teachers take 
responsibility for improving their teaching through appropriate professional de-
velopment.  Professional development will be linked to school improvement pri-
orities and to the ongoing professional development needs and priorities of indi-
vidual teachers. CPD and other professional development activities will be sub-
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ject to the Standards for teachers' professional development 2016  and the ac-
companying implementation guidance  issued to all schools by the DfE in July 
2016. 

 

Feedback 
 

15.1 For the purpose of professional development, the appraisee (headteacher and 
other teachers), will receive constructive developmental feedback on their per-
formance throughout the appraisal period. This will also include feedback, as 
soon as practicable, after any monitoring and evaluation activity has taken place 
or other evidence has come to light.  Feedback will highlight particular areas of 
strength, as well as any areas of concern that need attention. Written feedback 
should normally be provided within 5 working days. Where there are concerns 
about any aspects of the teacher’s performance, the appraiser will meet the 
headteacher or the teacher formally to: 

 

• give clear feedback to the appraisee (headteacher / teacher) about the na-
ture and seriousness of the concerns; 

• give the headteacher / teacher the opportunity to comment and discuss the 
concerns and the specific short-term objectives for improvement (with as-
sociated milestone success criteria); 

• agree any additional support (eg coaching, mentoring, structured observa-
tions); that will be provided to help the appraisee to address those specific 
concerns;  

• make clear how, and by when, the appraiser and the appraisee will review 
progress. It may be appropriate to revise objectives, and it will be necessary 
to allow reasonable time for improvement.  The amount of time should re-
flect the seriousness of the concerns; and 

• explain the implications and process if no – or insufficient – improvement is 
made, including any potential impact on pay progression at the end of the 
appraisal cycle.  

 
15.2 When progress is reviewed, if the appraiser is satisfied that the teacher has 

made, or is making, sufficient evidenced-based improvement, the appraisal pro-
cess will continue as normal, with any remaining performance issues continuing 
to be addressed through that process.    

 

Annual Assessment  
 

16.1 Each teacher's performance will be formally assessed in respect of each ap-
praisal period. In assessing the performance of the head teacher, the governing 
body must consult the external adviser. 

16.2 This assessment is the end point to the annual appraisal process, but perfor-
mance and development priorities will be reviewed and addressed between ap-
praiser and appraisee on a regular basis, throughout the appraisal period in in-
terim meetings, which will take place normally no more than once a term and as 
part of directed time.  

 

16.3 The teacher will receive a written appraisal report, as soon as practicable follow-
ing the end of each review meeting and at the end of the appraisal period and 

http://www.nottinghamshire.gov.uk/media/115566/4-standards-for-teachers-professional-development.pdf
http://www.nottinghamshire.gov.uk/media/115567/5-stds-for-teachers-professional-dev-implementation-guidance.pdf
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will have the opportunity to comment on this in writing. The assessment of per-
formance will be made against the agreed objectives and in line with paragraphs 
9.4 and 9.10 of the School Pay Policy.  In this school, teachers will receive their 
written appraisal reports by the end of Autumn Term 1 and by the end of Autumn 
Term 2 for the headteacher.  The appraisal report will include; 

 

• details of the teacher’s objectives and success criteria for the appraisal pe-
riod in question; 

• an assessment of the teacher’s performance of his/her role and responsi-
bilities against: 

a) the agreed objectives and success criteria;  

b) the relevant Teachers’ Standards, any other set of standards relat-
ing to teachers’ performance published by the Secretary of State as 
the head teacher, governing body or local authority determines as 
being applicable to the performance of the teacher,  and where ap-
propriate, the Headteachers’ standards; and   

c) the PRP progression criteria as set out in Toolkit Appendix 3 and 3a 
of the School Pay Policy. 

• an assessment of the teacher’s training and development needs and iden-
tification of any action that should be taken to address them; 

• a recommendation on pay progression where that is relevant within the Ap-
praisal Regulations 2012, the School Teachers’ Pay and Conditions Docu-
ment (STPCD) and the School Pay Policy. The decision on pay will need to 
take into account the statutory criteria and guidance as set out in the current 
STPCD. Pay recommendations need to be made by the end of Autumn 
Term 2 for headteachers and by the end of Autumn Term 1 for all other 
teachers; and 

• a section for the teacher and appraiser to add their own comments;  

• any welfare or wellbeing issues. 
 
16.4 The assessment of performance and of training and development needs will in-

form the planning process for the following appraisal period. 
 
Monitoring and Evaluation of the Policy 

17.1 The governing body will put in place appropriate arrangements for the implemen-
tation of the appraisal policy to comply with the Equality Act 2010 and to be mon-
itored and evaluated.  The headteacher will provide the governing body with a 
written report on the operation of the school’s appraisal policy on an annual ba-
sis. The report will not contain information that would enable any individual to be 
identified and will include the following information: 

 

• an overview of the operation of the appraisal policy; 

• progress made and an assessment of the effectiveness of the policy (in-
cluding details of any appeals or representations);  

• an overall summary of all teachers’ CPD training and development needs;  

• a summary of CPD delivered and impact;  
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• a review of the quality assurance/ self evaluation process and any 
changes required; and  

• any equality issues arising from the policy and in particular any issues 
arising related to equal pay, race, sex, sexual orientation, disability, reli-
gion or belief, age, part-time contract or trade union membership.   

• Feedback from staff 
 

17.2 The report will be presented to the Spring term governing body meeting  
 
Review of the Policy  
 

18.1 The Governing Body will review the appraisal policy every school year, at its 
Autumn Term governing body meeting and will take account of the head 
teacher’s report in the review.  All new teachers appointed to the school will be 
briefed on the appraisal policy and pay arrangements as part of their induction. 

 

Access to Documentation  
 

19.1 Copies of relevant template documents and policies are published on the schools 
intranet and/or can be obtained from the school office. These may include the 
school’s improvement plan, training plans and the latest self- evaluation reports. 

 

Transition to Capability  
 

20.1 There is no automatic transition to the school’s Disciplinary (Capability) Proce-
dure. However, where performance concerns emerge, the nature and serious-
ness of those concerns should be discussed as soon as possible with the 
teacher. Every effort should be made to resolve performance concerns within the 
appraisal process, through the provision of formal targeted, additional support, 
agreed in discussion with the teacher and through regular feedback and review. 
Where evidence demonstrates that the teacher is not performing to the required 
standard, the headteacher or other identified senior leader will be included in 
these discussions. If the performance concerns are not resolved through a mini-
mum of two cycles of additional formal targeted and bespoke support and feed-
back within appraisal, consideration should be given to the application of the ca-
pability procedure.       

 

20.2 Where the appraiser considers that there is insufficient evidence of progress 
against the success criteria for one or more objectives, based on the evidence 
available at an interim review meeting and from the additional support cycles, the 
appraisee will be notified in writing that the appraisal process will no longer apply 
and that their performance will be managed under the capability procedure.   

 
References 
 
21.0 The School staffing (England) (Amendment) Regulations effective from 1      Sep-

tember 2012 require governing bodies of maintained schools to confirm, if asked 
for a reference by a prospective employer, whether or not a member of the teach-
ing staff has, within the last two years, been the subject of capability procedures. 
This places a statuory responsibility on the governing body to provide the pro-
spective employer with teacher references, which comply with this requirement.  
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Reference documents  
 

•    the 2021 School Teachers’ Pay and Conditions Document (STPCD) which 
comes into force on 22 October 2021 (backdated to 1 September 2021).  

•  Teachers' Standards 2012  

•  Teachers' Standards (Early Years) September 2013  

• Headteachers Standards 2020 

•  Standards for teachers' professional development and the implementation guid-
ance 2016   

•    Implementing your school’s approach to pay – Advice for maintained schools, 
academies and local authorities September 2018, revised in March 2019 

•    https://www.gov.uk/government/publications/data-burdens-on-schools 

•  https://www.gov.uk/government/publications/induction-for-early-career-teach-
ers-england 

• Ofsted Inspection Handbook 2021 

•   Induction Policy 2021 (to update when available) 
 
   

https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.gov.uk%2Fgovernment%2Fpublications%2Fschool-teachers-pay-and-conditions&data=04%7C01%7Candy.wilson%40nottscc.gov.uk%7C29b54f145f304728e02508d98502e2e2%7C6e5a37bba9614e4fbaae2798a2245f30%7C0%7C0%7C637687069711854713%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=mWTkpuDuheFgcaGGE6h7STmo23LVu%2BiKFrSbd7blMDI%3D&reserved=0
http://www.nottinghamshire.gov.uk/media/115568/6-teachers-standards-2012.pdf
http://www.nottinghamshire.gov.uk/media/115565/1-teachers-standards-early-years-september-2013.pdf
https://www.gov.uk/government/publications/national-standards-of-excellence-for-headteachers/headteachers-standards-2020
http://www.nottinghamshire.gov.uk/media/115566/4-standards-for-teachers-professional-development.pdf
http://www.nottinghamshire.gov.uk/media/115567/5-stds-for-teachers-professional-dev-implementation-guidance.pdf
http://www.nottinghamshire.gov.uk/media/115567/5-stds-for-teachers-professional-dev-implementation-guidance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/786098/Implementing_your_school_s_approach_to_pay.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/786098/Implementing_your_school_s_approach_to_pay.pdf
https://www.gov.uk/government/publications/data-burdens-on-schools
https://www.gov.uk/government/publications/induction-for-early-career-teachers-england
https://www.gov.uk/government/publications/induction-for-early-career-teachers-england
https://www.gov.uk/government/publications/school-inspection-handbook-eif/school-inspection-handbook
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Appendix 1 – The Education (School Teachers’ Appraisal) Regulations 2012 
– Appeals’ Procedure    
 
1.1 The arrangements for considering appraisal appeals for eligible teachers are as 

follows: 
 
 Stage One  – Informal  
 Stage Two  – Formal Hearing 
 Stage Three  – Formal Appeal 
 
1.2 An eligible teacher may appeal against an entry in their appraisal document at 

specific points, namely: 
 

i.  where in exceptional circumstances, it has not been possible for the ap-
praiser and appraisee to agree objectives, the appraisee may submit a writ-
ten statement with the appraisal document and if necessary may submit an 
appeal to the head teacher (chair of governors for head teacher), who will 
make a final decision; and 

ii.   if objectives are revised after moderation by the head teacher or governing 
body; or 

iii.   against any recommendation relating to pay made by the appraiser at the 
annual appraisal review meeting at the end of the appraisal cycle. Any ap-
peal against pay progression will be heard in line with the Pay Appeals’ Pro-
cedure set out in the School Pay Policy.  

 
1.3 The procedure for resolving matters within 1.2 in the application of the appraisal 

policy has three distinct stages as set out below.  Where a teacher appeals on 
the basis of more than one entry in the appraisal statement this will constitute 
one appeal and will be dealt with in one appeal hearing. 

 
Stage One – Informal Stage 
 
2.1 The appraiser prepares an appraisal document and provides it to the appraisee 

within 5 working days of the initial appraisal meeting. If the appraisee objects to 
an entry in the document relating to the objectives, comments may be added to 
it by the appraisee within the next 5 working days before submission to the head 
teacher for moderation. Simple disagreements should be capable of being re-
solved by discussion between the reviewer and the reviewee, without recourse 
to referral to the head teacher. Within 10 working days of receipt of the appraisal 
document the head teacher may review the document and may require the ap-
praiser to make changes. 

 
2.2  If at this stage, the head teacher requires the appraiser to make changes, then 

within 5 working days of this requirement, the appraiser should immediately con-
sult again with the appraisee so that within 5 days a new appraisal document is 



16 
 

prepared and copy provided to the appraisee. The appraisee may add any com-
ments and within 5 working days submit this to the head teacher.  

 
2.3 The appraisee may formally appeal to the head teacher against the final copy of 

the appraisal document if the matter cannot be resolved informally.     
 
Review Meeting(s)  
 
2.4 Where, during the course of an appraisal cycle, there is a need for the objectives 

to be reviewed, this should be arranged as soon as possible and within 10 work-
ing days. Where there is no agreement and the appraiser is not the head teacher, 
both parties should seek to informally resolve the matter with the head teacher. 
Where the appraisee is the head teacher and the review meeting is conducted 
with individual governors, both parties should seek to resolve the matter infor-
mally with a governor, nominated for appeals, who has had no prior involvement 
in the process.  

 
Annual Review Meeting  
 
2.5 At the end of the appraisal cycle the assessment at the annual appraisal review 

meeting forms the basis for recommendation for pay progression for all teachers 
paid on the MPR, UPR, LPR, UTR and Leadership Pay Range. Within 5 working 
days of the annual appraisal meeting taking place, the appraisee and appraiser 
should seek to informally resolve any disagreements about the results of the re-
view and / or any recommendations on pay progression.  

 
2.6 The appraisee may appeal formally at this point, if they remain dissatisfied with 

the outcome.  Where the appeal relates to a recommendation on pay progression 
this should be dealt with under the Pay Appeals’ Procedure as set out in the 
School’s Pay Policy. 

 
Stage Two – Formal Hearing 
 
3.1 Where in 2.5 above it has not been possible to resolve the matter informally or 

where the member of staff  continues to be dissatisfied, he/she is entitled to follow 
a formal process of appeal and set out, in writing, the reasons for questioning the 
application of the appraisal  policy and / or the pay decision, the remedy sought 
and the grounds of the appeal  Any formal appeal must be submitted in line with 
the Pay Appeals’ Procedure as set out in the School Pay Policy. 

 
3.2 Following receipt of the written notification of the formal complaint, the head 

teacher / chair of governors will convene a Stage Two meeting to discuss the 
matter with all parties involved, on receipt of the formal written appeal notification 
as set out in the Pay Appeals Procedure as set out in the School Pay Policy. 

 
3.3 In accordance with normal school procedures the hearing will provide an oppor-

tunity for the individual to make representations in person and they will be entitled 
to be represented by their Trade Union representative or colleague.  Following 
the hearing the individual will be informed in writing of the decision, within three 
working days and where appropriate given the right of appeal. 
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Stage Three – Formal Appeal   
 
4.1 If the individual considers that the matter has not been resolved, the  
 employee may exercise their right to appeal against the decision at Stage 2.  
 
4.2 The appeal must be submitted in writing to the head teacher within 5 working 

days of the outcome letter, as set out in the Pay Appeals’ Procedure and in the 
School Pay Policy. The written appeal must reaffirm the grounds of the appeal 
and the remedy(ies) sought. 

 
4.3 In accordance with the Pay Appeals’ Procedure, as set out in the School’s Pay 

Policy, the appeal will be heard by a panel of 3 Governors, not previously in-
volved in the process. 

 
 

 

 

 


