Woodrow First School

APPRAISAL POLICY
(TEACHING STAFF)

Signed by:

Reviewed by

Linda Hall

Head Teacher

Richard Kieran

Chair of Governors

Reg Moore ’fe 3 Wopre

Date Adopted

10t" December 2024

Date of Review

December 2026







Contents

1 PURPOSE ....ceetrieriiiera e nessin et sars s stesssaness se e h st s sma s s sma s e sb e sa ot £enase s saba e 4o Ao Re S ea s b e eh St Tvrmearevass Feesssmesnasnassrnnase 3
2 APPLICATION ..ottt e st s e ns s s nas b s st s st s st s edaas s s e e nessesranansnesesre s sasns sabes atesassss samavssnsasssessanars sanmareran 3
3 THE APPRAISAL PERIDD ..cciiiiirreerinsireniersssrrestersesnesasiasaes iesssessss ssnss e sasss sasassass sessensssannesresssmasses sassssensanssnsssonssnmennare 3
4 APPOINTIMENT OF APPRAISERS ...eeiceeiiiee ittt st sme s s cen s natss e st s s s san s sas s aasta s n e srervanras e s s eneesasaasasnsananes 4
4.1, HEADTEACHER: ...ttt crere e esessssem s n s s s re s as s an e s sm s £ bas b 44204482 444425 e b h e ersareeasronreens eesenssrasarsassesensnnnararenss 4
8.2, TEACHERS: ettt et st bt bbb ba s bt v esranner v e rasresssass e st eensrnne e sesransansnneasesserarsseen asserenssssnnssesnnsn a
5. QUALITY ASSURANCGE......cocrrreeirierrericisstsiesrnmne s s st snassssass e ssas ssaram st s 05 beandsmamsnrassstassassnessasssasessntsssnsssssssrannesvansnensn 4
5.1. HEADTEACHER APPRAISAL ..ococt ittt et s ses s mtesme et e s s e s e aas st 4 a2 aae e s s et e e e e rarevaansrrare st e sasssasassassannnnssan 4
5.2, TEACHERS' APPRAISAL .....cricrtircrrcrereisesreiesissssrsessassssessasnsassssssasassssssssssessssennsssassnersassasssnsnss sessssnssssnsnesssasensesasne 4
6. PAY PROGRESSION.. .ot iitiiieiciititnnistinsstnerrerssrsresresarsrassennenesssrassasasaes seansasasansess snaneressessrssssessanssnss e sassssnssasnnse 5
7 SETTING OBIECTIVES....ceiiiriiieiientnianiscesissssastes s st sasiassts s ranessrsssssrassessssonses ensssessasnssssssnsvonnarnesvosseenesssnsssonanen 5
8 REVIEWING PERFORIMANCE .......ucimiiinrereriiinrersisieessiinesss s ime e sas sas s s be s s sat 04402 be o b1 vam et essrtsassnransasnnssassnnnsansssssannnss 6
8.1, OBSERVATION..... it iirer it sie e st s et s ts e iros s seasernasr s anresmara st e sesaessansasrassasssessnseranrasreesastsmosessasstensbiesosses 6
8.2. OTHER FORMS OF MONITORING ....cociiiiricrcemereeriasiassesssensssesssssssnsenasrerasssmsarsssssssssssssessssess sssesners ronssensesersssssssesas 6
= TR o o1 0 - 7 X O U S 7
B, EVIDENCE ... o i niicenier i st sesie st sa st s e sas s hett e baaba e e e nee sranessaneessese s assans s remnssseseanarsbnrasaserasarassssisssnssstinmasnsts 7
8.5. TEACHERS EXPERIENCING DIFFICULTIES. ...uviiiiiiinniiiiieiisiisisissssnnnarssrerssssssrsssssnensssnsessssssssensmmssesneasssronneresansssnns 7
9 ANNUAL ASSESSIVIENT ...ceeiriiiiriisionnes s et i e e sssas s st ba s s st st e bas s brmarras sareeessranres sasvanssranssssasserasnnnnesrsseananssns 7
10. TRANSITION TO TEACHERS EXPERIENCING DIFFICULTIES .ovcouenicrasienisiscisssnrnressannersssssnssssansessssssssassasssrssnsensnss vose 8
11. SUPPORT AND PROFESSIONAL DEVELOPIVMIENT ....cuuiiiiisiisnrscnrrressssnessssssessesnsassasssnssssnssevansesesrenes sassassresssnssnsensas 8
12. RETENTION OF APPRAISAL RECORDS ....cvitiiciiiieriiisiissiisiassstssesetasonrarsaserasssrassesessassssnsass sassesesssses sassnssnssssnsnsnssons 8
13. MONITORING AND EVALUATION ....oooriirmiirtrnes s sssstssssissses s ssassssmncrsnansnrassonns sassassassnsnssassassvessrnnnesvenseennsnsoss 8
14, REVIEW OF POLICY ..ociiiiortiiicisnier s isssistiss e ssiass rssms s ressennsssnanssrsasannessanssass sstesssass sasssnnasarsensesnssnes iersasssasnsnsanesssns 8
15. ACCESS TO DOCUMENTATION .coiiiiiiiiiinsieriesiniesiisisssstistacsicss rrsrassersaresres ssssssss sassasssasess sessnsssssnss sessnsensnssansenssons 8
16,  CONFIDENTIALITY ..oocoiiiiirrasrrrerrasresrassaeresmssressasassaessasssssssnsensssassasansnsesssessnsnsnnss tessesssssssuessasssnsmntess enssransrnssnensennnns 9
= = T O SO S 9
18.  POLICY HISTORY .oeieemiiinemtnris e sassian e iaste s s s aa s basta s e et 400 s4 00002 £ 4m e e erreerersranterassaratasssassansnnsnrs ssserssssnenessanssnsasneras 9
APPENDIX ... iiiiiict e eeeesesree otr e te e es e es e sse s e as e e smes see2an e eaeenRaaRbaen b e e R b e e e b ea s e bnnesnsena b e et e ea st enbeeatesateent saamantere eneerneesrnres 10
Classroom ODSErvation PrOLOCOL. ... ..ottt ettt et e es e et e s s en et emseseseeereseresires 10



The Governing Body of Woodrow First School & Nursery adopted this policy on 10" December
2024

1. Purpose

This Pelicy sets out the framework for a clear and consistent assessment of the overall performance of
teachers, including the headteacher, and for supporting their development within the context of the school’s
plan for improving educational provision and performance and the standards expected of teachers.

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. It will help to ensure that teachers
are able to continue to improve their professional practice and to develop as teachers.

The governing body is committed to ensuring consistency of treatment and fairness in appraising teacher
performance and will abide by all relevant equality legislation.

This model policy will be read in conjunction with the accompanying guidance notes.

2. Application
This Policy applies to the headteacher and to all teachers employed by the school except:

s teachers on contracts of less than one term
* those undergoing statutory induction {ECTs) or
s those who are the subject of capability procedures.

It should be read in conjunction with the school’s pay policy, which provides details of the arrangements
relating to teacher’s pay, the School Teachers’ Pay and Canditions Document and the Education (School
Teachers Appraisal (England}) Regulations 2012.

This policy does not apply to non-teaching staff in schools. Where appropriate, separate appraisal
procedures are in place.

3. The Appraisal Period
The appraisal period will run for twelve months from September 2024 to August 2025 .

Teachers who are employed on a fixed term contract of less than one year will have their performance
managed in accordance with the principles underpinning this policy. Teachers who are on maternity leave
and those on long term sickness absence, please refer to section 17 Absence. The length of the period will
be determined by the duration of their contract and an individual teacher’s objectives should take account
of the length of contract.

It is recommended that all teachers will receive a written appraisal report no later than 31% October and 31%
December for Head Teachers, unless the practicalities of the performance management process make this
difficult to achieve, in which case it will be issued as soon as possible after this date.

Where a teacher begins or ends employment with the school during the appraisal period, a longer or
shorter appraisal period may be applied, e.g., a two-term appraisal period for teachers who start with the
school on 1 January.



4, Appointment of Appraisers
4.1. Headteacher:

The headteacher will be appraised by the governing body, supported by a suitably skilled and/or
experienced external adviser who has been appointed by the governing body for that purpose.

The task of appraising the headteacher, including the setting of objectives and identifying the standards
against which performance will be assessed, will be delegated to a sub-group consisting of normally three
members of the governing body.

4.2, Teachers:

The headteacher will decide who will appraise other teachers. All appraisers will have qualified teacher
status and relevant experience. [f the headteacher appoints an appraiser who is not the teacher’s line
manager, the appraiser to whom they delegate those duties will have an appropriate position in the
staffing structure, together with the necessary background knowledge, skills, and training to undertake
the role.

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’s performance.

Where it becomes apparent that the appraiser will be absent for most of the cycle or is unsuitable, the
headteacher may perform the duties or delegate the appraiser’s role to another teacher. Where this
teacher is not the appraisee’s line manager, the teacher will have an equivalent or higher status in the
staffing structure as the teacher’s line manager.
An appraisal period will not begin again in the event of the appraiser being changed.
All appraisers will be appropriately trained in appraisal procedures.

5. Quality Assurance
5.1. Headteacher Appraisal
The governing body will:
nominate (up to three governors — state the number), who will be involved in the headteacher’s appraisal
or any appeal relating to it, to ensure that the headteacher’s objectives are consistent with the school’s
improvement plans, contribute to improving the education of pupils and comply with the school’s
appraisal policy and the Regulations.
5.2. Teachers’ appraisal
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 responsibility and meet the requirements stated in 7

{Setting Objectives).

Where the headteacher has delegated the role of appraiser, they will {delete the optians that does not
apply)

Option 1: moderate all the objectives



OR

Option 2: moderate a sample of objectives to check that they:

s contribute to improving the education of pupifs

e gre consistent with the school’s improvement plans

e comply with the school’s appraisal policy, the regulations, and the requirements of equality legisfation
s gre written in such a way that measuring success can be done objectively

The governing body will review the quality assurance processes when this policy is reviewed.
6. Pay Progression

Where teachers are eligible for pay progression (see the School’s Pay Policy for further detail on pay
progression), the recommendation made by the appraiser will be based on the assessment of their overall
performance against the agreed objectives and teachers’ standards contained in the appraisal planning
statement (see annex 1A in guidance notes}. The recommendation made by the appraiser will be passed to
the governing body via the headteacher. It is for the “relevant body” (the governing body or its pay
committee) to consider recommendations and make decisions about pay.

An unsuccessful pay progression (performance award) will not necessarily mean a teacher is in formal
capability proceedings; a teacher may just not have satisfied their overall objectives to a sufficient standard.
Where a teacher is in formal capability proceedings, the Appraisal process ceases and pay progression cannot
be awarded.

The governing body will ensure that decisions on pay progression are made no later than 31* October for
teachers (31 December for Head Teachers) unless the practicalities of the performance management
process make this difficult to achieve.

7. Setting Objectives
The headteacher’s objectives will be set by the governing body after consultation with the external adviser.

Objectives for each teacher will be set before, or as soon as practicable, after the start of each appraisal
period.

The objectives set for each teacher will be clearly defined and will be:

e Specific, Measurable, Achievable, Realistic and Time-bound

* appropriate to the teacher’s role and level of experience.

* fair and equitable in relation to teachers with similar roles/responsibilities and experience
s consistent with the school’s strategy for achieving a work/life balance for all staff

¢ set against the teachers’ standards and reflect the appraisee’s professional aspirations

+ aligned with the school’s priorities and plans.

Appraisers and appraisees will be clear what success will look like and how progress will be measured.
The objectives set for each teacher will, if achieved, contribute to the school’s plans for improving the
school’s educational provision and performance and improving the education of pupils at that school. This

will be ensured by quality assuring all objectives against the school improvement plan as outlined above.

In this school, other than in exceptional circumstances, all teachers, including the headteacher, will have no
more than three objectives.

Appraisees may append their comments alongside their objectives.



The appraiser and teacher will seek to agree the objectives but, if that is not possibie, the appraiser will
determine the objectives. Objectives may be revised, following consultation, if circumstances change.

Before, or as soon as practicable after, the start of each appraisal period, each teacher will be informed of
the standards against which their performance in that appraisal period will be assessed.

With the exception of those who are qualified teachers holding and maintaining Qualified Teacher Learning
and Skills {QTLS) status, all teachers must be assessed against the set of standards contained in the document
called “Teachers’ Standards” published in July 2011 {introduction updated June 2013} For qualified teachers
holding QTLS status, the headteacher or governing body (as appropriate) will decide whether they should be
assessed against the Teachers’ Standards or assessed against other sets of standards published by the
Secretary of State that are most appropriate to them.

The standards and objectives against which performance will be assessed will be detailed in the appraisal
planning statement.

8. Reviewing Performance
8.1. Observation

The school believes that observation of classroom practice and other responsibilities is important both
as a way of assessing teachers’ performance to identify any strengths and areas for development they
may have and of gaining useful information which can inform school improvement more generally and
enabling teachers to learn from each other and collaborate. All observation will be carried out in a
supportive fashion.

For the purpose of appraisal, teachers’ performance will be observed on an appropriate and reasonable
number of accasions and will be agreed by the appraiser with the appraisee according to the individual
circumstances of the teacher and the overall needs of the school (see Classroom Observation section in
guidance notes). The number and duration of appraisal observations will be in accordance with the
school’s observation protocol, which includes provision for exceptional circumstances where concerns
have been raised about a teacher’s performance, or where the teacher requests additional observation
visits.

It will not be over-burdensome for the teacher or appraiser. Feedback will be given as soon as possible
after any observation.

Classroom observation will be carried out by those with QTS/QTLS.

In addition to formal observation, headteachers or other leaders with responsibility for teaching
standards may “drop in” in order to evaluate the standards of teaching and to check that high standards
of professional performance are established and maintained. {See Appendix 1 - Gbservation Protocol)

Teachers (including the headteacher} who have responsibilities outside the classroom should also expect
to have their performance of those responsibilities observed and assessed.

8.2. Other forms of monitoring

In addition to observation, other forms of maonitoring and gathering information about performance may
also be used, such as: learning walks, work sampling, analysing pupil progress data.



8.3. Feedback

Teachers will receive constructive feedback on their performance throughout the year and as soon as
practicable after observation has taken place or other evidence has become known. Feedback will
highlight areas of strength as well as any areas requiring development.

8.4. Evidence

The range and level of evidence collected for appraisal and pay determination purposes will always be
proportionate and minimise workload.

8.5. Teachers experiencing difficulties.

Where, during the appraisal period, there are concerns about any aspects of the teacher’s performance,
support and guidance will be provided with the aim that the teacher’'s performance improves. Please
refer to Teachers Experiencing Difficulties Policy & Procedure.

9. Annual Assessment

Unless moving into the Teachers Experiencing Difficulties Procedure before the end of the appraisal period,
each teacher's performance will be formally assessed in respect of each appraisal period.

Assessment against the Teachers’ Standards will start from the premise that all teachers are meet]rng the
Teachers’ Standards and will be assessed as meeting these unless clear, compelling written evidence to the
contrary is provided.

Each teacher's performance will be formally assessed in respect of each appraisal period. In assessing the
performance of the headteacher, the governing body must 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 in interim meetings which
will take place each term.

The teacher will receive as soon as practicable following the end of each appraisal period — and can
comment in writing on —a written appraisal report. (In this school this includes the use of online performance
management systems.} In this school, teachers will receive a written appraisal reports no later than 31%
October and 31% December for Head Teachers.

The appraisal report will include:

s details of the teacher’s objectives for the appraisal period in question

* an assessment of the teacher’s performance of their role and responsibilities against their objectives
and the relevant standards

* an assessment of the teacher’s professional development needs and identification of any action that
should be taken to address them

¢ arecommendation on pay where that is relevant {NB — pay recommendations need to be made later
than 31% October for all teachers and 31 December for Head Teachers)

s space for the teacher’'s own comments

* (Schools to say here what else, if anything, their appraisal reports will include).

The assessment of performance and of professional development needs will inform the planning process for
the following appraisal period.



10. Transition to Teachers Experiencing Difficulties

If, during the appraisal period and following review of progress, no or insufficient improvement has been
made, the appraiser will inform the teacher of this. Written confirmation will be provided within 5 working
days, covering the concerns, action taken, review outcomes and recommendations. Where the appraiser is
not the headteacher, a copy of the written confirmation will be sent to the headteacher {or chair of governors
if the headteacher) for them to determine whether the Teachers Experiencing Difficulties Procedure will
commence. The headteacher (or chair of governors) will inform the teacher of the decision, in writing, within
five working days of receipt of the recommendation.

Where the decision is to move to the Teachers Experiencing Difficulties Procedure, the teacher will be
notified in writing that the appraisal system will no longer apply, that their performance will be managed
under the Teachers Experiencing Difficulties policy & procedure and the teacher will be invited to a Teachers
Experiencing Difficulties meeting.

The informal capability procedures will be conducted as outlined in the Teachers Experiencing Difficulties
Policy & Procedure,

11. Support and Professional Development

Appraisal is a supportive process which will be used to inform continuing professional development (CPD).
The school wishes to encourage a culture in which all teachers take responsibility for improving their teaching
through appropriate professional development. Professional development will be linked to school
improvement priorities and to the ongoing professional development needs and priorities of individual
teachers.

12. Retention of Appraisal Records

The governing body and headteacher will ensure that all written appraisal records are retained in a secure
place for current year plus 5 years (6 years) and then destroyed.

13. Monitoring and Evaluation

The governing body will monitor the operation and outcomes of appraisal arrangements to ensure
consistency of application and adherence to equalities legislation, to ensure that the policy operates in
accordance with the duties to promote equality, to eliminate discrimination and to promote good relations

between staff with protected characteristics as required under the Equality Act 2010.

The school will ensure that individuals' personal data is handled in accordance with General Data Protection
Regulations (GDPR}.

14. Review of Policy

The policy will be revised as required to introduce any changes in regulation and statutory guidance to ensure
that it is always up to date.

The governing body will seek to agree any revisions to the policy with the recognised trade unions having
regard to the results of the consultation with all teachers.

To ensure teachers are fully conversant with the appraisal arrangements, all new teachers who join the school
will be briefed on them as part of their induction to the school.

15. Access to Documentation



All teachers will be provided with access to the school improvement plan and the school’s self-evaluation
form.

16. Confidentiality

Confidentiality underpins the appraisal process. However, there may be a need to share some details with
governors and other key members of staff for a variety of reasons, including:

¢ planning continuing professional development

* quality assurance

¢ pay recommendations

+ making efficient use of aggregated lesson observation information for a variety of school leadership
purposes

In addition, Ofsted may investigate the effectiveness of the appraisal policy and process. In so doing,
however, the confidentiality of the process for individuals will not be compromised.

In so far as possible, information will be anonymised.

17. Absence

If a member of staff is on long-term absence (e.g., long term sickness, maternity, parental, unpaid leave,
secondment etc), it may be appropriate for the appraiser to review and re-focus objectives with the
appraisee. Any sickness absence will be managed in accordance with the sickness absence management

procedure.

18. Policy History

Version 1.0
Date First Issued: | September 2024
Last Updated: November 2024




Appendix 1

Classroom Observation Protocol
Introduction

The governing body is committed to ensuring that classroom observation is developmental and supportive
and that those involved in the process will:

s carry out the role with professionalism, integrity, and courtesy
s evaluate objectively

¢ report accurately and fairly

e respect the confidentiality of the information gained.

The headteacher has a duty to evaluate the standards of teaching and learning and to ensure that proper
standards of professional performance are established and maintained.

Observation enables the appraiser to assess a teacher’s classroom and teaching practice against the teaching
standards and to assess the teacher’s progress in relation to agreed objectives.

The amount and type of classrcom observation will depend on the individual circumstances of the teacher
and the overall needs of the school but should reflect and be proportionate to the needs of the individual.

Information gathered during the observation can be used, as appropriate, for other purposes, such as subject
area reviews, informing school self-evaluation and school improvement strategies, thereby seeking to
minimise the total number of cbservations of a teacher.

Arrangements for observations:

Observations should be propeortionate to the needs of the individual to support the achievement of their
objectives and other performance criteria, such as standards of teaching, and should reflect their individual
circumstances.

There may be circumstances justifying or requiring additional observation, for example, where the appraisee
requests additional observations or where concerns have been raised about a teacher’s performance.

Observations will take place throughout the appraisal cycle. The focus of and arrangements for observations
will normally be established at the planning meeting between the teacher and appraiser and will be included
in the planning statement. They will be reviewed as necessary at any feedback or subsequent review
meeting.

in keeping with the commitment to be supportive and developmental, classroom observations will be
notified in advance.

Classroom observations will only be undertaken by persons with QTS. Headteachers should ensure that those
who undertake observations have had adequate preparation and have the appropriate professional skills to
undertake observation and to provide constructive oral and written feedback and support, in the context of
professional dialogue between colleagues.
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Feedback:

Feedback about lesson observations should be developmental.

Oral feedback will be given as soon as possible after the observation in an appropriate and timely manner.
Written feedback will ideally be provided within five working days of the observation taking place unless
circumstances make this impossible. This should include the date on which the observation

took place, the lesson and length of lesson observed, feedback and any subsequent follow-up work/actions.

The teacher has the right to append written comments on the feedback document.

If issues emerged from an observation that were not part of the original focus of the observation these should
also be covered in the written feedback and the appropriate action taken in accordance with the regulations
and guidance.

No written notes in addition to the written feedback will be kept.
Drop-ins:

The headteacher {or other leaders with responsibilities for teaching standards) has the right to “drop in”.
They do not, of themselves, form part of the formal appraisal process of individuals.
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