
Appraisal and Performance Management   1 
Approved October 2020   Review date October 2024 

All Saints Schools Trust 

 

 

 

 

 

 

 

 

Appraisal and Performance Management 

Policy 

2020 - 24 

 

  

 Date Signed 

Agreed by Trust 
Board: 

October 2020 Chair of Board 
James Hargrave 

Lead: HR Committee 

Review date: October 2024 

 

 

 



Appraisal and Performance Management   2 
Approved October 2020   Review date October 2024 

 

 

Appraisal Policy 
 

 

Rationale: 
 
This policy, along with the Trust's Pay Policy, provides a framework for the clear and consistent 
assessment of overall performance of all teaching and support staff employed at All Saints Schools 
Trust.  It sets out arrangements for supporting staff development within the Trust's plan for im-
proving educational provision and performance.   
 
Performance management and appraisal are developmental and supportive processes, designed 
to ensure that all staff have the skills and support they need to carry out their role and that they 
continue to improve their professional practice throughout their career. 
 
This policy also includes information on the initial support and arrangements that will apply where 
there are concerns about any aspects of a teaching or support staff’s work performance.  Further 
guidance on the standards expected of all staff is included in the Trust's Pay Policy.   
 
 

Application of this Policy: 
 
This policy applies to all Trust, teaching and support staff, with the exception of those: 
 

 On contracts of less than one term 
 

 Undergoing induction (including NQTs) or probationary procedures 
 

 Who are subject to formal capability procedures. 
 
Where a reference to ‘staff’ is made in this policy it is specifically referring to the schools’ teaching 
and support staff. 
 
 

The Appraisal Period: 
 
Normally, the appraisal period will run for twelve months from September 1 to August 31.  A long-
er or shorter appraisal period may apply for appointments starting part way through the academic 
year.  Timescales for the completion of annual performance reviews and the award of any pay 
progression are detailed in the Trust's Pay Policy.   
 
A mid-year review of performance will normally be conducted around February each year. 
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Members of staff 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. The length of 
the appraisal period will be determined by the duration of their contract.   
 

Appointing Appraisers: 
Appraisers are responsible for setting objectives, reviewing performance (including an annual rec-
ommendation on any pay progression) and agreeing arrangements that support continued profes-
sional development. 
 
• Chief Executive Officer - The CEO+ will be appraised by the Trust Performance Review Group 

supported by an external advisor*. 
 
• Deputy CEO - The Deputy CEO will be appraised by the CEO and a member(s) of the Trust Board 

and an external advisor should the group wish to use one.  The Chair(s) of any relevant local 
governing body(ies) performance appraisal committee will also be asked to contribute. 

 
• Chief Financial Officer - The Chief Financial Officer will be appraised by the CEO and the Chair of 

the Trust Finance Committee together with another trustee appointed by the Trust Board for 
this purpose. 

 
• All other ASST Staff – will be appraised by the CEO, their line manager will also be asked to con-

tribute. 
 
• Head Teacher - The Head Teacher will be appraised by the CEO/Deputy CEO and an external ad-

visor* should the group wish to use one. The Chair(s) of the relevant local governing body(ies) 
performance appraisal committee will also be asked to contribute. 
 

• Deputy Head Teachers and Heads of Schools - This will be the responsibility of the Head Teacher 
or Executive Head Teacher. 

 
• Teaching and Support Staff - Teaching and support staff will be appraised by the Head Teacher, 

Executive Head or their delegates. 
 

+Should the CEO function also incorporate a Headteacher/Executive Headteacher role, the Chair of 
the local governing body may also be asked to contribute. 
 
*The external advisor will be appointed following discussions held at a relevant Senior Leadership 
Meeting. 
 
Should a member of staff feel that any person appointed as their appraiser is unsuitable for pro-
fessional reasons, they may submit a request to the Head Teacher (or the Chair of the Governing 
Body in the case of the Head Teacher) or HR Committee (in the case of Trust employees) for that 
appraiser to be replaced, stating the reasons for their request.  The Head Teacher/Chair of the 
Governing Body/HR Committee will give reasonable consideration to any such request.  Where the 
Head Teacher/Chair of the Governing Body’s/HR Committee’s view is that it is not appropriate (or 
possible) to change the appointed appraiser, its reasons will be explained in full.  Consideration 
will also be given to other arrangements (for example, additional moderation of reviews or sup-
port during review meetings) which aim to ensure fair application of the appraisal process.  



Appraisal and Performance Management   4 
Approved October 2020   Review date October 2024 

Setting Objectives: 
 
Objectives given must contribute to the School’s/Trust’s plans for improving its educational provi-
sion and performance.  Appraisers will therefore be expected to align individual objectives with 
the School’s/Trust’s priorities.   
 
Objectives should also: 
 

 Be SMART (Specific, Measurable, Achievable, Realistic and Time-bound) 
 

 Be well defined so that the appraisee and appraiser are clear what success looks like 
 

 Become more challenging as staff progress up their pay range/grade 
 

 Be appropriate to the employee’s role and level of experience, also considering their pro-
fessional aspirations and an appropriate work life balance.   

 
Typically, a maximum of 3 objectives will be set in any appraisal period.  Where an individual holds 
more than one role, this may be different.  
 
Additional objectives may be set as considered necessary to support the specific role. 
 
Objectives will be set, following consultation with the individual, before, or as soon as practicable 
after, the start of each appraisal period. The appraiser(s) and appraisee will seek to agree the ob-
jectives but, if that is not possible, the appraiser(s) may determine the objectives. However, every 
reasonable effort should be made to resolve any ‘dispute’ regarding objectives at an early stage.   
 
Objectives should be set out in the planning statement, along with details of any training and sup-
port which have been agreed.  The planning statement should also indicate the measures that will 
be considered when reviewing performance, including arrangements for lesson or task observa-
tion where appropriate.   
 
Objectives may be revised if circumstances change.  
 
 

Relevant Professional Standards: 
 
The Trust's Pay Policy sets out the professional standards and wider expectations against which, 
where relevant, the employee will be assessed and which will contribute to an overall assessment 
of performance at the end of the appraisal period.  Appraisers should ensure that all employees 
are clear about the standards and expectations against which they will be assessed as soon as 
practicable after the start of each appraisal period. 
 
Reflective practice is an essential part continuous professional development for all staff, and self-
evaluation is encouraged in all roles.  Teaching staff should consider their development in relation 
to the Teachers’ Standards.  Support staff may refer to professional standards or competency 
frameworks relevant to their roles, for example, including the: 
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School business management competency framework:  
http://www.nasbm.co.uk/home/Resource/SBM_Competency_Framework_2014.pdf  
 
Professional standards for teaching assistants: 
http://maximisingtas.co.uk/assets/content/ta-standards-final-june2016-1.pdf  
 
Teachers’ standards 
https://www.gov.uk/government/publications/teachers-standards 
 
 

Sources of Information: 
 
The appraisal process should enable staff to demonstrate their overall performance and evidence 
from a range of sources may inform the assessment of performance as set out in the Appraisal 
Report section of this policy and the Trust's Pay Policy.  
 
In addition, the Head Teacher or others with responsibility for standards may conduct other ob-
servations, learning walks or “drop in” observations in order to evaluate the standards of teaching 
and learning and to check that high standards of professional performance are established and 
maintained. The length and frequency of such observations, learning walks or “drop in” sessions 
will vary depending on specific circumstances.  
 
When assessing overall performance, depending on the nature and scope of the role, objectives, 
development needs and any relevant professional standards, evidence may include:  
 

 Feedback from formal lesson or task observations (in compliance with the Classroom Ob-
servation Policy).  

 

 Professional conversations following learning walks or “drop in” sessions.  For staff with 
roles not directly involved in the delivery of/supporting teaching and learning, this might 
include professional conversations regarding interactions with colleagues, pupils, parents 
and members of the school/Trust community and/or informal feedback on tasks undertak-
en  

 

 Reviews of schemes of work and/or lesson planning records 
 

 Reviews of children’s work 
 

 School reviews and Trust reviews or reviews of extra-curriculum provision 
 

 Internal tracking of pupil progress or other progress and outcome data 
 

 Moderation within and across schools 
 

 Continuous Professional Development (CPD) records 
 

 Relevant stakeholder feedback. 
 

http://www.nasbm.co.uk/home/Resource/SBM_Competency_Framework_2014.pdf
http://maximisingtas.co.uk/assets/content/ta-standards-final-june2016-1.pdf
https://www.gov.uk/government/publications/teachers-standards
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 Trust and individual school performance. 
 

 Relevant survey results. 
 

 Financial data and auditors reports. 
 
Staff are also encouraged to gather together information that pertains to their targets, if this in-
formation would not be readily accessible via normal evidence methods in school. 
 
 

Development and Support: 
 
Appraisal is a supportive process which will be used to inform continuing professional develop-
ment.  The Trust and schools expect all members of staff to take responsibility for improving their 
teaching and other work through appropriate professional development.  Professional develop-
ment will be linked to school improvement priorities and the ongoing professional development 
needs/priorities of individual members of staff.  In the case of competing demands on the school 
and Trust budgets for CPD, a decision on relative priority will be made taking into account the ex-
tent to which the CPD identified: 
 

1. Is essential for the member of staff to meet their objectives, and  
 

2. Will help the school/Trust to achieve its priorities. 
 
Should a member of staff receive significant investment in their professional development (£1000- 
£5000 per year including supply cover) and then decide to leave the Trust, the Trust Board may 
require repayment of the funding on the following scale: 
 

 Employee leaves within 6 months of completing CPD – full repayment 
 

 Employee leaves within 1 year of completing CPD – 50% repayment 
 
If the investment in professional development has been in excess of £5000 (including supply cov-
er) and the member of staff then decides to leave the Trust, the Trust Board may require repay-
ment of the funding on the following scale: 
 

 Member of staff leaves within 12 months of completing CPD – full repayment 
 

 Member of staff leaves within 2 years of completing CPD – 50% repayment 
 
In all cases, the member of staff may choose to arrange for the repayment from their new school 
(if applicable). 
 
 

Reviewing Performance: 
 
At the end of the appraisal period, an assessment of overall performance and a recommendation 
on pay progression will be made by the appraiser against the criteria detailed in the Trust's Pay 



Appraisal and Performance Management   7 
Approved October 2020   Review date October 2024 

Policy.  This assessment is the end point to the annual appraisal process, but performance and de-
velopment priorities will be reviewed and addressed on a regular basis throughout the year.  As 
indicated above, a mid-year review of performance will normally be conducted around April each 
year. 
 
 

The Appraisal Report: 
 
Each member of staff will receive a written appraisal report as soon as practicable following the 
end of each appraisal period and will have the opportunity to comment on it, in writing.  The ap-
praisal report will include:  
 

 An assessment of the individual’s overall performance 
 

 Details of the individual’s objectives and whether or not they were met, linked to the rele-
vant professional standards, CPD opportunities and key performance indicators. 

 

 An assessment of the individual’s training and development needs and identification of any 
action that should be taken to address them.  (This should inform the planning process for 
the following appraisal period) 

 

 A recommendation on any pay progression as applicable.  
 
Arrangements for the consideration of pay recommendations and any appeal (including informal 
and formal stages) are described in the Trust's Pay Policy.   
 
 

Feedback and Dealing with Any Concerns about Performance: 
 
All staff will receive constructive feedback on their performance throughout the year and as soon 
as practical after any observation has taken place or any other evidence has come to light.  Feed-
back will highlight areas of strength as well as next steps.   
 
Where there are concerns about any aspects of the member of staff’s work performance the ap-
praiser or Head Teacher will meet with the individual to: 
 

 Give clear feedback to the member of staff about the nature and seriousness of the con-
cerns 

 

 Give the individual the opportunity to comment on and discuss the concerns  
 

 Agree any support (e.g. coaching, mentoring, structured observations) that will be provid-
ed to help address those specific concerns 

 

 Make clear how and when the appraiser will review progress.  (It may be appropriate to re-
vise objectives and it will be necessary to allow reasonable period for improvement.) 
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 Make clear the school/Trust will expect significant improvement at the end of the review 
period and explain the implications and process if no, or insufficient, improvement is made. 

 

 Make clear that any improvement must be sustained. 
 
When progress is reviewed, if the appraiser/Head Teacher 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 that process.  
 
 

Transition to Capability: 
 
If the appraiser/Head Teacher is not satisfied with progress within the time specified, the individu-
al will be notified in writing that the appraisal system will no longer apply and that their perfor-
mance will be managed under the Trust's capability procedure.  They will be invited to a formal 
capability meeting and procedures will be conducted as described in Trust's Capability Procedure. 

 

General Principles Underlying the Appraisal Policy: 
 
Confidentiality: 
 
The appraisal process will be treated with confidentiality. However, the desire for confidentiality 
does not override the need for the Head Teacher, Governing Bodies, CEO and Trust Board to quali-
ty-assure the operation and effectiveness of the appraisal procedures/pay decisions and share 
necessary information with those involved in their administration. 
 
Consistency of Treatment and Fairness: 
 
The Trust Board is committed to ensuring consistency of treatment and fairness.  The Trust's 
commitments in its Pay Policy to acting in accordance with the principles of public life (objectivity, 
openness and accountability) apply equally to its arrangements for appraisal.  The Trust will abide 
by all relevant equality legislation, including, as amended: 
 

 Employment Relations Act 1999 

 Equality Act 2010 

 Employment Rights Act 1996  

 The Part-time Workers (Prevention of Less Favourable Treatment) Regulations 2000 

 The Fixed-term Employees (Prevention of Less Favourable Treatment) Regulations 2002 

 The Agency Workers Regulations 2010. 
 
The Trust Board will promote equality in all aspects of school/Trust life, particularly as regards all 
decisions on advertising of posts, appointing, promoting and paying staff, training and staff devel-
opment.  
 
 

Definitions: 
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Unless indicated otherwise, all references to ‘teacher’ include the Head Teacher. 
 
 

Monitoring and Evaluation: 
 
The Trust Board, CEO, Governing Bodies and Head Teachers will monitor the operation and effec-
tiveness of the Trust's appraisal arrangements. The Head Teacher will provide the Trust Board and 
relevant Governing Body with a written report on the operation of the Trust’s appraisal policy, an-
nually, including information on training and development needs and whether there have been 
any appeals or representations regarding appraisal procedures.  The report will not contain any 
information which would enable any individual to be identified. 
 
 

Retention: 
 
The Trust Board, CEO, Governing Bodies and Head Teachers will ensure that all written appraisal 
records are retained in a secure place for six years and then destroyed. 
 

Related Policies: 
 
This policy should be read together with the Trust's Pay Policy. 
 
 

Period of Review: 
 
This policy will be reviewed every 4 years unless Trust procedures or HR guidance changes before 
that time. 
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Document History 
 

Version Date Comments 

Issue 1 June 2018 Prepared following the SCC model policy 

Issue 2 April 2019 Amended to reflect end of Co-Principal role. 

Issue 3 October 
2020 

Amended to properly reflect the scheme of delegation and 
increase in ASST staff. 
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