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Introduction, Purpose & Scope   
  

1.0 INTRODUCTION   

Inspire Partnership Multi Academy Trust (“The Trust”) is committed to giving all employees the 

support and encouragement they need to raise aspirations, unlock potential and work to 

achieve excellence through encouraging a “can do” culture, across all areas of the Trust.   

  

The Trust expects all its employees to recognise their employment obligations to the Trust, 

pupils, staff and their communities. Employees must conduct themselves properly at all times 

in accordance with the Trust’s policies and procedures.   

  

1.1 PURPOSE   
This policy sets out the framework for a clear and consistent assessment of the overall 

performance of teachers and support staff in the Trust.  It outlines the standards expected of 

teachers and sets out the transition arrangements that will apply when teachers fall below 

the levels of competence that are expected of them.   

  

The principles in this policy also apply to all support staff who work within the school setting 

and contribute to the overall success of the school.  

  

It is also intended to foster progression within the organisation and where staff are eligible 

for pay progression, the assessment of performance throughout the cycle against 

performance criteria will form the basis on which the recommendation is made by the 

appraiser.   

  

An appraisal gives each member of staff an opportunity to discuss and review with their line 

manager the progress and achievements they have made in the year and to discuss any 

training or developmental opportunities that may arise.  Appraisals should also reinforce 

equality policies and staff responsibilities.   

  

Appraisal at Trust Schools will be a supportive and developmental process designed to 

ensure that all staff have the skills and support they need to carry out their role effectively.  It 

will help to ensure that all staff are able to continue to improve their professional practice 

and to develop in their role.   

  

As part of this process staff have a right to a clear understanding of the organisation’s 

expectations of them, and in return each member of staff should contribute to the 

organisation meeting the organisational goals and values.   

  

The scheme aims to improve performance standards within the organisation, while at the 

same time develop individuals to reach their full potential.  As well as a performance 

appraisal, line managers should ensure that lines of communication are always open and 

that staff have regular 1-2-1’s.   

  

In cases of poor performance this procedure is separate from the organisation’s formal 

capability, disciplinary and grievance procedures.   

  

1.2 Scope   
The policy applies to all to all staff who are employed by the Trust, except those on contracts 

of less than one term and those undergoing induction (i.e. NQTs).   It also applies to support 

staff employed by the school on a contract of more than 1 term.   
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2.0 Cycle for Performance Appraisal  
The Appraisal period will run for twelve months from September to August.  

  

Staff 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.   

  

The performance appraisal cycle is annual, but on occasions it may be appropriate to set 

objectives that will cover a period over more than one cycle. In such cases, the basis on 

which the progress being made towards meeting the performance criteria for the objective 

will be assessed at the end of the first cycle and will be recorded in the planning and review 

statement at the beginning of the cycle.    

  

Where an employee has more than one line manager the Headteacher will determine which 

line manager will be best placed to manage and review the employees’ performance.  

Where this person is not the appraisee’s line manager the employee will have an equivalent 

or higher status in the staffing structure as the employee’s line manager.  

  

A performance cycle will not begin again in the event of the appraiser being changed.  

  

2.0 Appointing Appraisers  
The CEO, Deputy CEO will be appraised by members of the Trust Board supported by a 

suitably skilled and experienced external adviser, who has been appointed by the Board for 

that purpose.   

  

The task of appraising the Headteacher/Principal, including the setting of objectives, will be 

delegated to the CEO who will be supported by the Deputy CEO and a Trustee.   

  

The Headteacher/Principal will decide who will appraise all other staff.  The appointment of 

appraisers will be based on the line management structure for staff.  Appraisers for teaching 

staff must have Qualified Teacher Status.     

  

In exceptional circumstances, where the member of staff is of the opinion that the person to 

whom the Headteacher/Principal has delegated the appraiser’s duties is unsuitable for 

professional reasons, s/he may submit a written request to the Headteacher/Principal for 

that appraiser to be replaced, stating reasons.    

  

Where it becomes apparent that the appraiser will be absent for the majority of the appraisal 

cycle or is unsuitable for professional reasons the Headteacher/Principal may perform the 

duties himself or delegate them in their entirety to another member of staff.  Where this 

member of staff is not the appraisee’s line manager the member of staff will have an 

equivalent or higher status in the staffing structure as the member of staff’s line manager.   

  

2.1 Objectives   
The CEO’s & Deputy CEO objectives will be set by the Trustees after consultation with the 

external adviser.    

   

Objectives for each member of staff will be set before or as soon as practicable after, the 

start of each appraisal period.    

   

All teachers will have three Objectives:   

• Objective 1 – Professional Practice: related to the quality of teaching   

• Objective 2 – Professional Outcomes: related to pupil progress/outcomes   

• Objective 3 – Professional Development: related to an aspect of the individuals 

training/developmental needs and/or their role within the academy/school.   



4  

  

  

Teachers will be expected to demonstrate exemplary professional relationships and conduct 

in line with the expectations laid out in the Teachers’ Standards and the Trust’s Career 

Stage Expectations schedule.     

  

Support Staff   

Support Staff will have three objectives. The job specification, pay grade and their existing 

suitable skills and appropriate knowledge base should be considered and the agreed 

objectives should therefore match the nature of the job, including leadership or management 

areas, as appropriate.   

  

2.2 Objective Setting   
The appraiser should prepare by making sure they have a copy of the following:  

• Job description / person specification  

• Any objectives which were set at last year’s appraisal  

• A copy of the previous appraisal document  

• A record of any training over the last 12 months  

The appraisee should prepare for the meeting by reviewing the objectives set 

during the previous appraisal cycle and considering what evidence is 

available to demonstrate progress.  

  

The appraisal meeting should be planned in advance.  Appraisers will give at least 5 days’ 

notice of a review meeting to enable their appraisee to prepare.  The meeting should take 

place in a confidential and quiet location which is free from interruptions or disturbance.  

Sufficient time, (recommended 1 hour) should be set aside for the meeting.  Wherever 

possible this meeting will be within normal contracted working hours and will be in all 

circumstances paid.  

  

A member of staff’s objectives should be the focus for the review / appraisal, as well as past 

performance.  Though performance appraisal is an assessment of overall performance of 

each member of staff, objectives cannot cover the full range of an employee’s 

roles/responsibilities.  Objectives will therefore focus on the priorities for an individual for the 

agreed period.   

  

Areas for development for each member of support staff should relate to the  

School/Academy Plan as well as individual professional development needs in line with the 

employee job description.   

  

The objectives set will be rigorous, challenging, achievable, time-bound, fair and equitable in 

relation to staff with similar role / responsibilities and experience.  Each objective set will be 

specific, measurable, achievable, realistic and time-bound (SMART). The appraiser and 

appraisee 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 that are 

beyond the control of the appraisee/appraiser.   

   

The objectives agreed with each appraisee will, if achieved, enable the appraisee to make a 

contribution to the ongoing improvement of their school and the education of all pupils as 

well as to his/her own individual continuing professional development.  This will be ensured 

by, amongst other things, quality assuring all objectives against the Academy /School 

improvement plan.   

  

The Headteacher will need to consider whether certain teachers should also be assessed 

against other sets of standards published by the Secretary of State that are relevant to them.  
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The appraiser and appraisee will seek to agree the objectives but where a joint 

determination cannot be made the appraiser will make the final determination.  

  

In cases where a member of staff has a disability, the organisation will undertake to 

incorporate any adjustments which can reasonably be made to give a member of staff (who 

may also be absent for a disability related reasons) an equal opportunity to participate in the 

appraisal and to access pay progression.  

  

For women on maternity leave or prior to maternity leave, there will be flexibility in the 

objective setting process.  The organisation will not require members of staff on maternity to 

use Keeping in Touch (KIT) days for the purposes of appraisal process.   

   

2.3 Reviewing Performance   

All members of staff should expect to have their performance of their duties and 

responsibilities observed and assessed during each appraisal cycle.   

  

The purpose of the review meeting will be to:  

• Assess the extent to which the appraisee is progressing in order to meeting their 

objectives;  

• If necessary, identify the need for additional support, training or development and how 

this will be met, in order to achieve these;  

As soon as practicable following the appraisal, the appraiser should produce a written 

appraisal report, which will have been drawn up during the discussion between reviewer and 

reviewee.  The appraisal report will include:  

• Details of the objectives which were agreed for the appraisal period in question;  

• An assessment of the employee’s performance against their objectives to date;   An 

assessment of an employee’s professional development needs and identification of any 

action that should be taken to meet them.  

Teachers will have their classroom practice observed as part of the appraisal process.  The 

Trust 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 school improvement more generally.    

  

All observation will be carried out in a supportive fashion. See Appendix 1 (for Lesson 

Observation Protocol)    

  

  

2.4 Development and Support   
Appraisal is a supportive process that will be used to inform continuing professional 

development.  The Trust expects all members of staff to take responsibility for improving 

their professional practice through appropriate professional development. (i.e. Keeping up to 

date with statutory changes, embracing CPD opportunities etc)    

  

Professional development will be linked to Academy/School improvement priorities and to 

the ongoing professional development needs and priorities of individual members of staff.     

   

2.5 Feedback   
All staff will receive constructive feedback on their performance throughout the year.   

   

Feedback will highlight strengths as well as areas that require attention.    
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3.0 Dealing With Concerns About Performance  
Where there are concerns about any aspects of a member of staff’s performance the 

appraiser will meet the member of staff formally to:   

• give feedback to the member of staff about the nature and seriousness of the concerns;   

• give the member of staff the opportunity to comment and discuss the concerns;   

• agree any support (e.g. coaching, mentoring, work shadowing, structured observations in 

the case of teachers) that will be provided to help address the specific concerns; this will 

be detailed in a personalised support plan.    

• make clear how, and by when, the appraiser will review progress;   

• if necessary, revise objectives made in the initial appraisal meeting and allow sufficient 

time for improvement;   

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

  

When progress is reviewed, if the appraiser is satisfied that the member of staff has made, 

or is making sufficient improvement, the appraisal process will continue as normal, with any 

remaining issues continuing to be addressed through the same supportive process.   

  

3.1 Transition to Capability   
When a member of staff is on a support plan and fails to make satisfactory progress, the 

appraiser will refer to the Headteacher/Principal who will make the decision as to whether or 

not to move to capability.  The member of staff 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 they will be invited to a formal capability meeting where they can be 

accompanied by a union representative or work colleague and will be given the appropriate 

notice for this meeting in line with this policy.  

   

4.0 Annual Assessment   
Each member of staff’s performance will be formally assessed in respect of each appraisal 

period.  In assessing the performance of the CEO, the Trustees should consult the external 

adviser.    

   

This assessment is the end point to the annual appraisal process but performance and 

development priorities will be reviewed and addressed on a regular basis throughout the 

year.    

   

Members of staff will meet with their appraiser at the end of the cycle to discuss their overall 

performance. The appraisee should provide evidence for the meeting in order to identify the 

level of performance achieved.  A summary of performance will be agreed and a written 

record produced which includes:    

• details of the individual’s objectives for the appraisal period in question;   

• an assessment of the individual’s performance of their role and responsibilities 

against their objectives and  the relevant standards;  •  an assessment of the 

individual’s training and development needs and identification of any action that 

should be taken to address them;   

• a recommendation on pay, where relevant in line with the Trusts Pay Policy and 

taking account of the Career Stage Expectations as set out in Appendix 2    

  

If the employee is dissatisfied with any of the points raised, in the first instance it may be 

better to discuss the matter with your designated appraiser and seek to resolve these 

concerns.  If following a discussion there still remains disagreement on the content, objective 

or outcome, the employee can appeal in writing.  The appeal should be made to the 

Headteacher/Principal or Chief Operations Officer of the Trust who will investigate the issues 

raised in the appeal and will respond to any comments raised about the appraisal report 

within 10 working days of receipt of the appeal.  This decision is final.  
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5.0 General principles underlying the policy:  

5.1 Confidentiality   
The whole performance appraisal process and the statements generated under it will be 

treated with strict confidentiality at all times.     

  

5.2 Consistency of Treatment and Fairness   
This procedure sets out to treat all employees fairly, consistently, impartially, promptly, 

reasonably and applied without discrimination.  

   
The Trust Board is committed to ensuring consistency of treatment and fairness and will 

abide by all relevant equality legislation.   

  

5.3 Feedback  
The Appraiser will provide information to individuals on their performance and progress and 

on what is required for them to perform well in the future.  The feedback should be used to 

emphasis what has been done well, offering constructive feedback on how improvements 

can be made.  

  

5.4 Open exchange of views  
The appraisal review should be used to have a frank exchange of views about what has 

happened, how appraisees feel they can improve and to request support they need from 

their managers to help their performance.  

  

5.5 Review   
This policy will be subject to a planned review every three years as part of the organisation’s 

policy review process.  It is recognised however that there may be updates required in the 

interim arising from amendments or release of new regulations, codes of practise or 

statutory provisions or guidance from government bodies.  These updates will always be 

made in joint consultation with the relevant trade unions.      
  
     

Appendix 1   

Lesson Observation Protocol   
Teachers’ performance will be regularly observed. The amount and type of classroom 

observation will depend on the individual circumstances of the teacher and the overall needs 

of the school.    

   

• Classroom observations of teachers will only be carried out by those with QTS. In 

practice this means that formal observations will be carried out by a member of the 

leadership team.   

   

• Formal observations will be identified and arranged with at least five working days 

advance notice. Other observations can and will take place with no prior notice.   

   

• Formal Observations will include a judgement about the quality of Learning and 

Teaching and provide formal feedback to the teacher both verbally and in writing.    

   

• Staff involved in formal observations will be trained and experienced in lesson 

observation and the provision of developmental feedback.   

   

• In some cases formal lesson observations will be carried out by pairs of staff as part 

of that developmental process.    
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• Other lesson observations will not have a judgement made and may only offer 

verbal feedback.   

   

• Observations that have been planned as part of the Appraisal cycle should have a 

focus on areas of development agreed at the objective setting meeting. Any other 

formal lesson observations should have the focus for the observation made clear to 

the teacher.   

   

• Lesson observations which are judged formally for the purposes of monitoring the 

standards of teaching and learning may be used by the appraiser for the purposes 

of appraisal, as long as they provide evidence to support the agreed objectives.   

   

• A lesson observation record will be used for all formal lesson observations based on 

the relevant OfSTED framework (no judgement will be awarded).   

   

• For all lessons which are observed formally the teacher will  provide a lesson plan 

and details of the teaching group, identifying student groups such as SEND, FSM, 

LAC and G&T and their progress to date.   

   

• Verbal feedback for a lesson should be given within two working days of the 

observation at a mutually convenient time and a written copy of the lesson 

observation record given to the teacher within five working days.   

   

• The written documentation of formal lesson observations will be retained by the 

Headteacher/Principal.   

   

In addition to formal observation, the Headteacher/Principal, members of the leadership 

team or other leaders may ‘drop in’ in order to evaluate the standards of teaching and 

learning and to check that high standards of professional performance are established and 

maintained.  The frequency of ‘drop in’ observations will vary depending on specific 

circumstances and “drop-in” observations will not usually exceed 30 minutes in length.  
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Appendix 2 : Teacher Standards and Career Stage Expectations  
  

  

All teachers  (M2 – 6 STANDARD and UPS1 – 3 STANDARD)  
1. Set high expectations which inspire, motivate and challenge students   

• establish a safe and stimulating environment for students, rooted in mutual respect.  
• set goals that stretch and challenge students of all backgrounds, abilities and dispositions.  
• demonstrate consistently the positive attitudes, values and behaviour which are expected of students.  
• ensure that the academy’s aims are always upheld.   
• ensure that the academy’s Christian ethos is upheld and that the mission is always promoted and valued.  

• apply all of the above to the form tutor role as well as the role of teacher   House coach/ activities  

2. Promote good progress and outcomes by students  

• be accountable for students’ attainment, progress and outcomes  
• plan teaching to build on students' capabilities and prior knowledge  
• guide students to reflect on the progress they have made and their emerging needs  

• demonstrate knowledge and understanding of how students learn and how this impacts on teaching   encourage students to take a responsible 
and conscientious attitude to their own work and study.  

• meet an agreed pupil progress target for a specific class.  Pupil progress targets will be set by the reviewer, usually for a class participating in external 

assessment (e.g. Y11 exam class) and will be based on guidance provided by the Leadership Team.  The Principal will review all pupil progress targets 

set in order to ensure consistency across the academy. Results and class level data for all classes will be taken into account when teaching over time is 

reviewed.  

3. Demonstrate good subject and curriculum knowledge  

• have a secure knowledge of the relevant subject(s) and curriculum areas, foster and maintain students’ interest in the subject, and address 

misunderstandings  
• demonstrate a critical understanding of developments in the subject and curriculum areas, and promote the value of scholarship  
• demonstrate an understanding of and take responsibility for promoting high standards of literacy, articulacy and the correct use of standard English,  

whatever the teacher’s specialist subject.  
• keep up to date with recent developments in subject areas.   

4. Plan and teach well-structured lessons  

• impart knowledge and develop understanding through effective use of lesson time  
• promote a love of learning and children’s intellectual curiosity  
• set homework and plan other out-of-class activities to consolidate and extend the knowledge an understanding students have acquired  
• reflect systematically on the effectiveness of lessons and approaches to teaching  
• contribute to the design and provision of an engaging curriculum within the relevant subject area(s).  



10  

  

 

  deliver lessons which meet the Cathedral Academy expectations, as set out in Objective 1 of the PM Objectives for teachers. ‘Teaching and 

Learning meets all teacher standards and is effective over time, taking into account lesson observation feedback, the quality of marking 

and the achievement data of all students taught. Every opportunity is taken to engage with the training programme, sharing good practice 

and seeking to improve areas for development in teaching practice.  Where practice falls below this expectation, the reviewee will be given an 

opportunity to meet this target with support through a personalised support plan. In such cases, additional observations may take place.   

5. Adapt teaching to respond to the strengths and needs of all students  

• know when and how to differentiate appropriately, using approaches which enable students to be taught effectively  
• have a secure understanding of how a range of factors can inhibit students’ ability to learn, and how best to overcome these  
• demonstrate an awareness of the physical, social and intellectual development of children, and know how to adapt teaching to support students’ 

education at different stages of development  

• have a clear understanding of the needs of all students, including those with SEN; those of high ability; those with EAL; and be able to use and evaluate 

distinctive teaching approaches to engage and support them.  
• promote SMSC in lessons where appropriate.  

6. Make accurate and productive use of assessment  

• know and understand how to assess the relevant subject and curriculum areas, including statutory assessment requirements  
• make use of formative and summative assessment to secure students’ progress  
• use relevant data to monitor progress, set targets, and plan subsequent lessons  
• give students regular feedback, both orally and through accurate marking, and encourage students to respond to the feedback.  

• assess students’ work continually and provide regular feedback to students, parents and colleagues to allow targets to be set.   use academy 
tracking and assessment systems and meet deadlines.   
• understand and adhere to the assessment requirements for the relevant subject area.  

7. Manage behaviour effectively to ensure a good and safe learning environment  

• have clear rules and routines for behaviour in classrooms, and take responsibility for promoting good and courteous behaviour both in classrooms and 

around the school, in accordance with the school’s behaviour policy   

• have high expectations of behaviour, and establish a framework for discipline with a range of strategies, using praise, sanctions and rewards consistently 

and fairly  

• manage classes effectively, using approaches which are appropriate to students’ needs in order to involve and motivate them   maintain good 
relationships with students, exercise appropriate authority, and act decisively when necessary.  

• demonstrate consistently high expectations of behaviour, not just in the classroom, but across the academy site.  
• uphold and support the faculty and academy behaviour policies by playing an active role in managing behaviour through a range of strategies and 

carrying out sanctions when necessary.  

• know and follow the academy’s safeguarding procedures and adhere at all times to the Code of Professional Conduct.  
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8. Fulfil wider professional responsibilities  

• make a positive contribution to the wider life and ethos of the school  
• develop effective professional relationships with colleagues, knowing how and when to draw on advice and specialist support  
• deploy support staff effectively  
• take responsibility for improving teaching through appropriate professional development, responding to advice and feedback from colleagues  
• communicate effectively with parents with regard to students’ achievements and well-being.  
• identify key professional development needs and respond to advice and feedback.   

 

  take a proactive role in accessing relevant support and professional development from colleagues.   

  keep up to date with academy communications and respond quickly and efficiently to colleagues, when required.  
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UPS1 – 3 STANDARD  
In addition to meeting of all the teacher standards and academy expectations above, it is expected that UPS teachers will also satisfy any of the following as 
directed by the Principal/Headteacher or reviewer:  

Lead a project/initiative or piece of research within their key stage area (UPS 1-2)  

Lead a project/initiative or piece of research across the academy/school or Trust (UPS 3) Deliver 

training to members of staff  

Coach/mentor another member of staff  

Be observed by other staff to set an example of good practice  

UPS teachers will have regard for budgets and manage their budgets satisfactorily, ensuring value for money at all times.  

In order to progress to the next level, teachers will need to provide 2 successful PM reviews, evidence that they have met an agreed number of the objectives 

above and be able to demonstrate impact in the project/initiative/piece of research that they have led.  

  

Personal & Professional Conduct    

A teacher is expected to demonstrate consistently high standards of personal and professional conduct. The following statements define the behaviour and  
attitudes which set the required standard for conduct throughout a teacher’s career.  

Teachers uphold public trust in the profession and maintain high standards of ethics and behaviour, within and outside school, by:  
• treating pupils, colleagues and other adults with dignity, building relationships rooted in mutual respect, and at all times observing proper boundaries 

appropriate to a teacher’s professional position.  

• having regard for the need to safeguard pupils’ well-being, in accordance with statutory provisions.  
• showing tolerance of and respect for the rights of others not undermining fundamental British values, including democracy, the rule of law, individual 

liberty and mutual respect, and tolerance of those with different faiths and beliefs.  

• ensuring that personal beliefs are not expressed in ways which exploit pupils’ vulnerability or might lead them to break the law.  
• Teachers must have proper and professional regard for the ethos, policies and practices of the school in which they teach, and maintain high standards in 

their own attendance and punctuality.  
• Teachers must have an understanding of, and always act within, the statutory frameworks which set out their professional duties and responsibilities.  

Appendix 3   

SUPPORT PLAN   
   
Employee:  ________________________________________________________________      Date: ___________________________________  

   

AREAS OF CONCERN/ REASONS   MEASURES/ ACTIONS AGREED   OUTCOMES AGREED  (with dates)   SOURCES OF SUPPORT/ 

ASSISTANCE   
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Date of Support Plan Review Meeting:   

   

Signed:     (employee)                         Signed:                  (line manager)   

    
Date:                                                                                                       Date:   

   

    

Appendix 4   

Exemplar for recording Performance Management objectives and review – teachers  
  
Name:    

  

Job Title:   
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Main responsibilities:     

  

Performance objectives for 201?-??   

   Performance Criteria   Evidence   Met/not met   

Professional  
Outcomes: Objective 1   

               

Professional Practice: 

Objective 2    
                

Professional Development: 

Objective 3   
                

4 Professional  
Relationships:   

• make a positive contribution to the wider life and ethos of the school    
• develop effective professional relationships with colleagues, knowing how and when to 

draw on advice and specialist support    
• deploy support staff effectively    
• take responsibility for improving teaching through appropriate professional 

development, responding to advice and feedback from colleagues    
• communicate effectively with parents with regard to pupils’ achievements and 

wellbeing.   

          

5 Professional Conduct:   • Teachers uphold public trust in the profession and maintain high standards of ethics 

and behaviour, within and outside school, by: o treating pupils with dignity, building 

relationships rooted in mutual respect, and at all times observing proper boundaries 

appropriate to a teacher’s professional position    
• having regard for the need to safeguard pupils’ well-being, in accordance with statutory 

provisions    
• showing tolerance of and respect for the rights of others    
• not undermining fundamental British values, including democracy, the rule of law, 

individual liberty and mutual respect, and tolerance of those with different faiths and 

beliefs    
• ensure that personal beliefs are not expressed in ways which exploit pupils’ 

vulnerability or might lead them to break the law.    

          

 • Teachers must have proper and professional regard for the ethos, policies and 

practices of the school in which they teach, and maintain high standards in their own 

attendance and punctuality.    
• Teachers must have an understanding of, and always act within, the statutory 

frameworks which set out their professional duties and responsibilities   
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Development and training required to support achievement of objectives:  

  

     

   

  
Post holder: ___________________ date: ____/____/201       Reviewer: ______________________ date: ____/____/201   

   

  

  
Performance review for 20??-??   
Reviewer’s evaluation – extent to which criteria have been met for the objectives set 

Objectives:   
1.   

   
2.   

   
3.   

   

4. Professional Relationships    

   

5. Professional Conduct            

   
Overall comment:   

     

Recommendation on pay progression (where appropriate) Reviewer’s pay progression recommendation, taking into account the relevant criteria within the school Pay  
Policy: (delete as appropriate). Based on the outcomes of the performance review above, pay progression on the relevant spine is recommended/ not recommended   

Post holder: ___________________ date: ____/____/201      Reviewer: ______________________ date: ____/____/201   
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Appendix 5  Exemplar for recording Performance Management objectives and review – support 

staff   
Name of Appraisee    

  

Post Title    

Appraiser  

  

  

Date    

  

Key points from Job Specification    

  

  

  

Other points to note (if relevant)  

 Eg – new to school, undertaking training, change of role, new MAT expectations relating to the role etc  

  

Objective 1:  

  

   

Milestones / Key Activities  Evidence  Support  Timescale for 

completion  

  

  

      

Mid  Year Review     

   

  

   

End  of year review    
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Objective 2:  

  

    

Milestones / Key Activities  Evidence, including 

classroom observation  

Support  Timescale 

completion  

for  

         

Mid  Year Review     

  

  

    

End  of year review     

  

  

  

    

  

Individual’s Signature:  Print Name  

    

Appraisers’ Signature:  Print Name  

    

  



18  

  

Dates of mid year meeting:     

  

Date of final assessment:    

  

  

  

  



 

  

Guidance – preparation for the planning & review meeting  
  

1. Guidance for employees  
Before your planning and review meeting, think about the following points – it is a good idea to make some notes.  

  
Looking back over the review period:  

• Have you achieved the objectives set?  
• What objectives / parts of your job do you feel you have done particularly well?  
• Where objectives have been achieved, what do you think helped you to achieve them?  
• Where objectives have not been fully achieved, what prevented you from completing them?  
• How has your job changed since your last planning and review meeting?  
• If it has changed, how have you adapted in response?  

• What new skills / knowledge / competencies have you acquired since your last planning and review   meeting?  
• How have these helped you in your current role?  
• How have you demonstrated the Trust values in your work?  
• What have you learned about yourself and how you work?  
• Is there anything that we can do to help you do your job better?  

  
Looking ahead to next year:  

• What changes do you anticipate in your work in the next 6 to 12 months?  
• If your work is unlikely to change, how can you continue to do it well and continue to contribute to the success of the 

academy?  
• Do you anticipate any issues that are likely to arise?  
• If so, what is your strategy for overcoming them?  
• What do you feel you can do in your job to contribute to delivering a high standard of service?  
• Is there anything about your job role / working at the academy which is worrying you?  
• If your work is changing, what skills and competencies will be most important to you in tackling the changes you 

anticipate?  
• What development or training needs can you identify?  
• What are your main strengths? Could they be developed further or used more if this could be accommodated within 

the Trust?  
• What could be done to support your development / performance by you, by your line manager, or by others?  
• You may be hoping to develop in your job, or have ideas about your career. If so, make a note of points for discussion.  

  

2. Guidance for reviewers  
Make sure that you are fully prepared for the planning and review meeting, and you:  

• understand the Trust’s policy on performance management for support staff;  
• have copies of all the relevant documents to hand (e.g. job description, academy improvement plan, copy of this 

policy);  
• have access to any statistical data that both reviewer and employee consider important;  

• are able to provide constructive feedback and engage in positive dialogue with the employee;   are aware of the 

resources available to support development both within and beyond the academy.  

  
Note, wherever possible documentation to be referred to should be shared in advance of the meeting to enable an informed 

discussion to take place.  

  
Looking back at the review period:  

• review the previous planning & review form / objectives set (including any revisions made during the year);  
• review the training, professional development, and support needs documented at the start of the review period, and 

consider the training, development and support that has been provided against this;  
• share information on performance during the year relating to the job role and agreed objectives;  
• if not the direct/only line manager, seek input from other manager(s) involved on performance in review period and 

priorities for next cycle.  

  
Looking ahead to next year:  

• consider the priorities for the next cycle / possible objectives to be discussed;  
• find out if there are any team or whole academy objectives which need to be included;  
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• review the notes on objective setting below.  

  

Objective setting  
The setting and agreement of objectives is fundamentally important and is a key factor underpinning the effective operation 

of the performance management process.  

  

Objectives should be “SMART”  
Specific - It should clearly & concisely set out expectations and what needs to be achieved.  

  
Measurable - Objectives need to be capable of measuring performance (the inputs) as well as the results (the outputs).  What 

are the milestones (inputs) do you expect to see completed? What will success look like and how will it be measured / 

assessed? How will you know if it has or hasn’t been achieved? How will you assess the contribution made towards achieving 

a target? It is important to be clear about this at the outset.  

  
Achievable - There must be a reasonable expectation that the employee will be able to achieve the objective, but at the same 

time it should stretch / challenge the employee to  
improve their performance.  

  
Relevant & Resourced - The objectives must be relevant to the role performed by the reviewee and should also reflect their 

level of experience and professional aspirations. Equally, they should underpin the Academy’s priorities and plans, and 

contribute to the improvement of an Academy’s educational provision and performance. They should also be set on the 

understanding that the required resources will be available.  

  
Relevant - The objectives must be relevant to the role performed by the employee and should also 

reflect their level of experience and professional aspirations. Equally, they  
should underpin the academy’s priorities and plans, and contribute to the improvement of an academy’s educational provision  
and performance.  

  
Time-bound - The date by which the objective (or interim milestone) is to be completed should be documented.  
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