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1. The Purpose of Performance Appraisal  
 

• to recognise when people are successful in what they do; 
 

• to help identify training and continuing professional development needs, for individuals, for 
teams and for the school; 
 

• to support staff in looking at ways of improving how they do their job; 
 

• to enable staff to work individually and in teams to set work targets and agree development 
objectives through the School Development Plan and the Trust’s priorities and outcomes; 

 
• to continue to develop an environment in which all staff acknowledge responsibility for and 

contribution to their own, their team's and ultimately the school's performance; 
 

• to continue to encourage and support life-long learning and the learning organisation; 
 

• to review job descriptions and ensure that they are up-to-date and relevant. 
  
 
2. The School's Performance Appraisal Policy 
 

• provides an entitlement to professional dialogue about performance at work. 
 

• ensures an annual entitlement to all, consisting of action planning, monitoring and 
review; 

 
• links school development and training, with individual and team plans; 

 
• encourages staff to evaluate their own effectiveness; 

 
• requires the commitment of all involved to an honest and open approach; 

 
• includes all staff, with the exception of staff covering sickness or short term absences 

 
• Good staff performance is characterised by consistently meeting or exceeding goals, 

producing high-quality work on time, and taking ownership of responsibilities. It looks like 
employees who take initiative, solve problems proactively, communicate effectively, and foster 
positive, collaborative relationships within the team. 
 
 

3. The Appraisal Period  
 

• The appraisal period will run for 12 months, normally from September to August each year 
and all appraisals have to be completed in this window and will be monitored for compliance.  
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Support Staff who are employed on a fixed term contract of less than one year will have their 
appraisal in accordance with the principles underpinning this policy. The length of the period will be 
determined by the duration of their contract. 
 
Where a member of the support staff starts their employment at the school part-way through a cycle, 
the line manager/appraiser shall determine the length of that first cycle, with a view to bringing it in 
line with other support staff as soon as possible. 
 
Where a support staff member transfers to a new post within the school part-way through a cycle, the 
line manager/appraiser shall determine whether the cycle shall begin again and whether to change 
the appraiser. 
 
4. The Review Process 
 
Each school will keep all their appraisal documentation for appraisal for their individual staff 
members. Each member of staff can access their documentation at any point throughout the year. 
Line managers are allocated access also to the members of staff they appraise. 
 
Early in the Autumn Term each member of staff will have a meeting with their line manager to review 
the previous year’s targets. The outcome of this meeting will be documented with the appraisee 
confirming the review as well as the line manager. 
 
Targets should be SMART: Specific, Measurable, Achievable, Relevant, and Time-bound, designed 
to improve planning and execution. They transform vague intentions into actionable steps with clear 
deadlines, helping to increase motivation, reduce procrastination, and track progress effectively in 
professional, academic, or personal contexts.  
 
 
This evaluation will also provide a basis for discussion with the line manager of appropriate targets for 
the coming year.  These targets will then be set and agreed by the appraisee and appraiser. 
Information on continuing professional development is available from the SLT at each individual 
school.  Any requests should be forwarded to them. 
 
Approximately half way through the year, a Progress Review will take place to discuss any issues 
arising so far if it is felt that the member of staff is NOT meeting the required outcomes and is NOT 
demonstrating satisfactory performance.  These issues should be recorded. The Progress Review will 
not be required if the member of staff is meeting the required outcomes and is demonstrating 
satisfactory performance. 
 
In any cases of poor performance, managers must address performance issues well in advance of 
the appraisal:  
 

• managers will have been having regular and ongoing discussions which talked clearly about 
the performance issues, gaps, development support, and an improvement plan is in place  

• this would be evidenced.  
 there will have been explicit conversations – well in advance of the appraisal which indicated 
(and then potentially confirmed or not, if there was improvement) that an increment would not 
be awarded.  
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5. Pay Progression 
 
Payment of incremental increases within the local Government pay scale (from 1st April 2019), will be  
made on the anniversary of the starting grade, not upon successful completion of the annual  
appraisal process 
 
Pay progression will be automatically generated for all employees. Line managers will inform the 
Head Teacher/Principal should any increments need to be withheld due to performance issues. 
 
6. Confidentiality 
 
All documents are personal and confidential to the member of staff, their line manager and the  
Headteacher/Principal.  
 
Where the sharing of the objectives with others would be beneficial for their achievement, this should 
be done with the agreement of the member of staff. 
 
Trustees may also need anonymised visibility. 
 
 
 


