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INTRODUCTION 

 

 
This document is supplementary guidance to the Tameside Model Policy for Teacher Appraisal. 
 

 
SCOPE OF THE POLICY  

 

 
This guidance covers all teaching staff, including the Headteacher, and centrally employed 
teachers, who are employed by the School or Local Authority for one term or more.  
 
The Model Policy does NOT apply to: 

- those undergoing induction (NQT’s); 

- teachers employed for less than one term; 

- where the issue is one of misconduct; or 

- where ill health is a major factor relating to an employee's capability to do the job. Ill 

health should be dealt with in accordance with the ‘Managing Absence in Schools 

Procedure’. 

- support staff 

 
MAIN CHARACTERISTICS OF THE MODEL POLICY 

 

 
This guidance should be used as a reference point by schools and others as they review their 
policies to reflect the revised teacher appraisal regulations (Education (School Teachers’ 
Appraisal) (England) Regulations 2012 (the Appraisal Regulations)).  The revised regulations 
come into effect on 1 September 2012 and supercedes the previous 2006 legislation in respect 
of performance management.  
 

 
ROLES AND RESPONSIBILITIES 

 

 
The Headteacher will: 

 communicate and consult with staff, secretaries of the trade unions/professional 
associations, the Council (and where applicable, the Diocese) throughout  

 ensure staff receive appropriate information and support throughout the process 

 Be responsible for the application of this procedure in the case of all teaching staff. 

 Maintain confidentiality 
 
The Governing Body will: 

 Ensure that the policy is adopted and complied with 

 Review the policy on a regular basis to quality assure the operation and 
effectiveness of the appraisal system 

 Be responsible for the application of this policy in relation to the Headteacher 

 Be responsible for ensuring that the Headteacher is fulfilling their obligations in 
respect of the application of this policy  

 
Where applicable, the Diocese will: 

 ensure that the Governors and staff are appropriately supported throughout the 
process 

 offer advice and guidance where required 
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THE APPRAISAL PERIOD 

 

 
The appraisal process runs on an annual cycle and the Governing Body can determine the start 
and finish dates of the cycle.   
 
Practice under previous regulations required new objectives for Teachers to be set by 31st 
October, and for Headteachers by 31st December, of each year.  Carrying out the assessment 
of performance against the previous year’s objectives (and therefore completing the appraisal 
cycle) by these dates also enables recommendations about pay to be made within the required 
timescales.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
APPOINTING APPRAISERS 

 

 
Headteacher appraisal  
 
In schools, the Governing Body is responsible for the appraisal of the Headteacher, and should 
delegate this role to two or three governors specifically appointed for this purpose.  The 
Governing Body must also appoint a suitably qualified external adviser to assist the appointed 
Governors in carrying out their role.  The Local Authority can provide the Governing Body with 
advice and support in relation to the appraisal of the Headteacher which is offered under a 
service level agreement.  
 
For unattached teachers, employed by the Local Authority, the Service Unit Manager (or higher) 
is responsible for identifying the appraiser of the Headteacher / Head of Service role.   
 
Teacher appraisal  
 
The Headteacher / Head of Service will decide who is responsible for the appraisal of all other 
Teachers in the school.  Appraisers must be appropriately trained.   

Spring Term  
Review meeting held 

 

Summer Term 
End of cycle review 

meeting. Assessment of 
performance against 
objectives, issuing of 

appraisal report, 
consideration of new 

objectives 

Autumn Term  
Appraisal review 

meeting.  
Teacher Standards – 

objectives set.  
Appraisal Report. 

 

Classroom observations and 
performance review 

information should be 
conducted throughout the 

cycle in support of the 
appraisal process.  
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Governing Bodies may wish to set a limit within their school policy as to the number of Teachers 
any one person is required to appraise in any one cycle.  The practice in the majority of schools 
under previous regulations has been for an individual appraiser to have no more than four 
appraisees.   
 
The following should also be considered when determining the appraiser for a Teacher: 
 

 The name of the appraiser should be made clear to the Teacher at the start of the 
appraisal process.  

 It is imperative that the appraiser is a qualified teacher and is suitably skilled and trained 
for the role.  

 Consideration should be given to the appraiser’s workload; this should be monitored to 
ensure it is not excessive and that appraisers have sufficient preparation time to carry 
out their appraisal responsibilities. 

 Where a Teacher has more than one line manager, the Headteacher will determine 
which line manager will be best placed to manage and appraise the Teacher. Where a 
teacher is of the opinion that the person to whom the Headteacher has delegated the 
appraiser’s duties is unsuitable for professional reasons, s/he may submit a written 
request to the Headteacher for that appraiser to be replaced, stating those reasons. 

 Where it becomes apparent that the appraiser will be absent for the majority of the cycle, 
the Headteacher may perform the duties themselves or delegate them in their entirety to 
another suitably qualified teacher.  

 An appraisal cycle will not begin again in the event of the appraiser being changed. 
 
 

 
SETTING OBJECTIVES 

 

 
Every employee should have an up-to-date job description and person specification.  The job 
description should be checked at the beginning of an appraisal cycle to see if it is up to date.  
Has the job changed in any way?  Is the employee performing any duties/responsibilities that 
are not on the job description?     
 
Schools may wish to specify in their policy a limit for the number of objectives set.  Practice in 
the majority of schools under previous regulations has been to set no more than three 
objectives.   
 
Individual objectives set within the appraisal process must - if they are achieved - contribute to 
improving the education of pupils at the school and to the implementation of any plan designed 
to improve the school’s educational provision and performance.  This will normally be the school 
improvement plan (together with the appropriate departmental plan in secondary schools). 
 
They should also relate to the teacher’s job role, including their regular teaching commitment 
and any additional management responsibilities held. 
 
Appraisal objectives for a Headteacher or Teacher should take into account the appropriate 
professional standards which apply at the beginning of the appraisal cycle, and information 
about these standards should be clearly communicated to both the Teacher and the appraisee.   
 
The Teacher’s Standards for professional practice were issued by the Department for Education 
in July 2011 and came into effect on 1 September 2012 for assessing performance.  These 
standards replace all of the following documents: 
 

 the General Teaching Council for England’s (GTCE) Code of Conduct and Practice for 

Registered Teachers (1 October 2009); and 
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 the Training and Development Agency’s (TDA) Professional Standards for Teachers 

(2007) for Qualified Teacher Status (QTS) and the Core professional standards.   

The current Standards for Headteachers, Special Needs Coordinators and Teachers can be 
seen at the rear of the TMBC Appraising Teacher Performance Model Policy. 
 
Whatever objectives are set, they should be ‘SMART’.  This will enable you to assess whether 
the teacher has met the objectives at end of their appraisal cycle.  
 

S Specific Appropriate to the teacher’s role and level of experience 

M Measurable With clear criteria for judging the teacher’s performance  

A Achievable Capable of being achieved within the annual cycle 

R Reasonable Consistent with objectives set for other teachers 

T  Timebound Constrained by the time available within the appraisal cycle 

 
 

 
REVIEWING PERFORMANCE 

 

 
 
The performance of the Headteacher or teacher should be reviewed by gathering appropriate 
evidence through direct assessment of classroom practice and - where relevant - of additional 
management responsibilities outside the classroom.  The nature of this evidence gathering 
process should be discussed by the appraiser and appraisee at the planning stage of the 
annual cycle. 
 
 

 
OBSERVATION 

 

 
Responsibility for arranging the direct observation of a headteacher’s performance rests with the 
appointed governors, and should be discussed with the headteacher in advance of any 
observation taking place.  
 
Direct observation of a teacher’s performance will normally be carried out by the person acting 
as their appraiser.  There may be some circumstances when other suitably trained individuals in 
the school are involved in direct observation, but this would always be with the knowledge of the 
appraisee.  All observations should be carried out in a supportive manner and where possible, 
should be conducted by those with QTS. 
 
Schools may wish to have as an annex to their appraisal policy a separate document which sets 
out their classroom observation protocol.  The amount and type of classroom observation will 
depend on the individual circumstances of the teacher and the overall needs of the school.  This 
should be discussed by the appraiser and appraisee as part of the annual cycle, but particularly 
at the planning stage. 
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DEVELOPMENT & SUPPORT 

 

 
It is the responsibility of the appraiser to consider whether any development and support should 
be provided in order to enable the headteacher or teacher to achieve his/her objectives.  
Additionally, the headteacher or teacher may request particular development and support as 
part of their career progression. 
 
Any professional development discussed for an individual should be considered within the 
constraints of the school’s budget and the key school improvement priorities which apply during 
a particular appraisal cycle. 

 
 

 
FEEDBACK 

 

 
Whenever any assessment of performance takes place as part of the appraisal process, there 
should be clear arrangements for the teacher to receive constructive feedback as soon as 
practicable after the observation has taken place.  This feedback can be oral, written or a 
combination of both, and it is for schools to decide on any timescales within which this feedback 
should be provided.   
 
For purposes of professional development, feedback on lesson observations or any other 
assessment methods should be developmental, not simply a judgement using a grading 
schedule (for example, OFSTED). 
 
Existing practice in the majority of schools has been to provide written feedback within five 
working days of any observation taking place. 

 
 

 
ANNUAL ASSESSMENT 

 

 
A formal review meeting should take place at the end of each appraisal cycle in order to formally 
assess the performance of the headteacher or teacher.  The meeting held to review the 
performance of the headteacher must involve the external adviser. 
 
Although holding an annual review meeting meets statutory requirements, it is good practice to 
hold interim meetings throughout the year (eg once a term) in order to discuss progress towards 
achieving the objectives set at the beginning of the cycle and to consider any on-going 
development needs, and to ensure that there are no surprises for the employee at the annual 
assessment. 
 
The review process should refer to the success criteria agreed at the start of the cycle, which 
set out how the headteacher’s or teacher’s performance would be assessed in relation to the 
agreed objectives.  Assessment of performance should take place against the specific 
objectives and the relevant professional standards, and an overall judgement of performance 
should be used to inform any recommendation about pay progression, where this is relevant. 
 
Schools should develop an agreed pro-forma for appraisers to use when producing a written 
appraisal report.  Such a pro-forma should be in existence from the previous arrangements for 
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performance management, and can be adapted to meet the requirements of the school’s new 
appraisal policy.  
 
 
 

 
DEALING WITH PERFORMANCE CONCERNS 

 

 
 
Role of the Appraiser 
 
It is the appraiser’s role to establish whether and how the teacher is not performing 
satisfactorily.  Where an instance of inadequate performance requires action, there is a need to 
describe to the employee exactly how he/she is failing to adequately perform the duties of the 
job 
 
When attempting to establish evidence that a problem exists, the following questions may be 
helpful: 
 

 Is the teachers job description up to date?  

 Do any concerns relate to any responsibilities which are not detailed on the job 
description?  

 What are the indications that the employee is not measuring up to the requirements of 
the job? 

 Have there been any complaints or criticism of the employee's work from anyone, and 
are they justified? 

 Are there factual grounds to indicate inadequate performance, i.e. poor results in terms 
of quality or output? 

 How does their performance relate to the Teacher Standards? 

 How does their performance relate to any appraisal objectives set? 

 Were the objectives fair and reasonable in the first instance? 

 Does your observation of the employees work give rise to any dissatisfaction with their 
performance? 

 
 

Please seek advice from your HR Consultant if you difficulty in determining whether you 
have a performance or a conduct matter. 
 

 

Meeting to Discuss Concerns 
 

It is important to remember that in all cases where you genuinely believe that the employees 
performance is inadequate, the primary objective is to get him/her to improve to the standard(s) 
required. 
 

Feedback will highlight particular areas of strength as well as any areas that need attention.  
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; 

 outline the evidence you have to support your concerns;  

 link the concerns to the Teacher Standards, job description, and appraisal objectives; 

 give the teacher the opportunity to comment and discuss the concerns; 

 confirm your expectations and outline what acceptable performance looks like;  

 agree any support (e.g. coaching, mentoring, structured observations), that will be 
provided to help address those specific concerns;  
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 make clear how, and by when, the appraiser will review progress;  

 explain the implications and process if no, or insufficient, improvement is made; and 

 agree the date, time and location for the review meeting and confirm this in writing to the 
teacher  
 

It is recommended that the concerns and review process are captured in an action plan and that 
you share a completed copy with the teacher.  This will ensure all parties all clear about the 
concerns, support, expectations and timeframes. This can be developed before the concerns 
meeting, and amended/updated following your discussions with the teacher during the meeting. 
 
You should consider the timelines for the review period to allow sufficient and reasonable time 
for improvement.  Determination of a reasonable period will reflect the number of areas of 
concern, the extent and seriousness of the concerns, and how quickly any identified support can 
be implemented.  
 
Progress Review Meeting 
 
At this review meeting, the appraiser should:  

 give clear feedback to the teacher about any progress, or lack of progress, made; 

 outline the evidence you have to support your judgement;  

 give the teacher the opportunity to comment and discuss the concerns; 
 
If the appraiser is satisfied that the teacher has made, or is making, sufficient improvement, the 
appraisal process will continue as normal, with any remaining issues continuing to be addressed 
though the appraisal process.    
 
If some progress has been made, and you have confidence that further improvement will be 
made, you have the option to extend the review period to give a further opportunity for 
improvement. You should:  
 

 confirm the nature and seriousness of any remaining concerns; 

 link the concerns to the Teacher Standards, job description, and appraisal objectives; 

 confirm your expectations and outline what acceptable performance looks like;  

 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; and  

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

Transition to Capability 
 
If the appraiser 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 in line with the school’s Capability Policy. 
 

 
 

 
POSSIBLE EMPLOYEE RESPONSES 

 

 
In general, responses from employees fall into one of four categories. 

 
1. The employee who accepts that there is a problem and is prepared to leave it to the 

appraiser to suggest what can be done. 
2. The employee who although expressing doubts that a problem exists, is willing to 

cooperate with the suggestions/proposals the appraiser may make. 
3. The employee who acknowledges the problem (or volunteers concern about it). 
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4. The employee who denies the existence of any problem. 
 
The type of employee reaction described in 1-3 above should result in a non-threatening and 
non-critical approach by the appraiser, the aim being to help the teacher to find a solution to the 
problem.  Reaction number 4 may be more challenging to deal with. 

 
Grievance 
 
If the employee takes out a grievance against the appraiser who initially brought the employee's 
capability into question, you should ensure the Grievance Procedure is activated and concluded 
with the minimum of delay.  Commencement of the Grievance Procedure should not necessarily 
deter the progress of the capability process. 
 
Sickness or Other Prolonged Absence 
 
Another response of an employee having their capability challenged may be to go off sick.  
While this absence lasts the capability process may be delayed, but not always. The appraiser 
should in the meantime document as many details of the employee's inadequate performance 
up to this point, as well as any evidence that can reasonably be assembled.  The action plan 
may need to be reviewed and timescales for improvement adjusted where necessary. 
 
The reasons for the absence should be monitored and dealt with in accordance with the 
Managing Attendance Policy. 

 

Harassment & Bullying 

 
If the teacher makes a complaint of bullying and / or harassment, the situation should be 
investigated and the matter dealt with as quickly as possible in line the Eliminating Bullying and 
Harassment at Work Procedure. 
 
The appraisal process should continue whilst the above matter is being dealt with. 
 
 

 

  


