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Written Sept 2022
This policy has been agreed and signed by the Headteacher / Chair of Governors

Rationale
The Senior Leadership Team and Governors at Alvaston Infant and Nursery School believe that high quality teaching is the key to children achieving. Effective, thorough and rigorous performance management is an integral part of supporting our drive to improve educational outcomes for the young people who attend Alvaston Infant and Nursery School.
This policy sets out our agreed system and procedures that will enable Alvaston Infant and Nursery School to make an assessment of the performance of teachers against the standards expected of them and support them within the overall context of the main school improvement priorities. Appraisal decisions will be used to inform the pay progression of teachers in the school which will seek to financially reward successful teachers. The recommendation made by the relevant decision-making body will be based on the criteria and guidance contained in the School Teachers’ Pay and Conditions Document and the relevant Teacher Standards.
The Governors at Alvaston Infant and Nursery School will address underperformance and ensure that this is dealt with fairly and swiftly so that it does not impede the children’s ability to learn. This policy will outline how poor performance of teachers will be addressed at Alvaston Infant and Nursery School.
Aims of Policy 

· To raise pupil achievement by ensuring the highest quality of teaching and learning.

· To ensure consistency, fairness and progression in the professional development of all staff.
· To value the contribution of all staff to the success of the school.
· To improve teacher confidence, morale and motivation.

· To increase teachers’ participation in the decision-making about the development of their career. 

· To identify the most appropriate and best possible resources needed to support teachers.
· To reward good and outstanding teaching financially and to identify the link between a teacher’s performance level of skill and pay.

Implementation of Policy 

The policy has been divided into two clear sections;
1. The first section covers Alvaston Infant and Nursery School’s systems and procedures for appraisals for all teachers and the Headteacher employed by the school or local authority, except those on contracts of less than one term, those undergoing induction and those who are subject to capability procedures as outlined in the second section of this policy. 
2. The second section outlines Alvaston Infant and Nursery School’s formal capability procedure which will be applied only to teachers (including the Headteacher) whose performance there are concerns about and who have not shown sufficient improvement through the school’s annual appraisal process.
Section 1 – Appraisal Systems and Procedures
The appraisal system and procedures at Alvaston Infant and Nursery School will be a supportive process with the main goal of ensuring that all teachers have the necessary skills and support they need to carry out their role efficiently and effectively. The adopted appraisal system will ensure that teachers continue to improve their teaching skills and practice through professional discussion and reflection.

Appraisal Time Scales
At Alvaston Infant and Nursery School, the appraisal period will run for twelve calendar months from September to September. 
Teachers who are employed on a fixed term contract of less than one year will have their performance managed in line with the aims and principles of this policy. The length of the appraisal period will be determined by the duration of their contract and in consultation with the Headteacher.
Appraisers 

The following arrangements will apply to the appraisal process at Alvaston Infant and Nursery School;
· Headteacher - The Headteacher’s appraisal will be completed by the Governing Body who will be supported by a suitably skilled external adviser who is appointed by the Governing Body. At Alvaston Infant and Nursery School, the task of appraising the Headteacher, including the setting of objectives, will be delegated to a sub-group consisting of three members of the Governing Body. 

· Teachers - The Headteacher will decide who will take responsibility for the appraisal of other teachers throughout the school. The Headteacher will ensure that the appointed appraisers have the necessary skills and knowledge to undertake the process effectively.
Setting Appraisal Objectives 
Headteacher 
· The Headteacher’s objectives will be set by the Governing Body after consultation with the external adviser, seeking
 to agree if possible. 

· The Headteacher’s objectives will contribute to the main school improvement priorities and/or the school’s more general aim of improving the quality of provision for all children who attend the school.
Teachers 

· Objectives for teachers will be set at the beginning of each appraisal period. 
· Teachers will receive a copy of the national standards against which they will be assessed.
· Teachers will receive at least one week’s notification of the date and time of the target setting meeting and any subsequent reviews.
· The appointed appraisers will set objectives for each teacher.
· Objectives will contribute to the main school improvement priorities and any areas identified as needing improvement or development by the appraiser or the teacher themselves.

· The appraiser and teacher will seek to agree the objectives but, if that is not possible, the headteacher will determine the objectives. 

· The school reserves the right to amend or revise objectives if circumstances change. 

Reviewing Performance 
Classroom Observation 

At Alvaston Infant and Nursery School:
· We believe that observation of lessons and other teaching practice is an essential way of assessing teachers’ performance and enables the identification of teachers’ strengths and areas for improvement or development. 
· Observations will be carried out in a supportive way and will celebrate successes and identify clear next steps.
· Teachers’ performance will be regularly observed in accordance with the Observation of Practice Policy.  The amount and type of classroom observation will depend on the individual circumstances of the teacher and the overall needs of the school. Classroom observation will always be carried out by teachers with QTS (Qualified Teacher Status)  and who have attended appropriate training to enable them to have the necessary skills to observe and feedback on practice.
· Valuable evidence regarding teachers’ performance will also be collected through a range of quality assurance processes e.g. book looks, pupil voice, ‘drop in’ sessions which will not be booked or planned in advance with the teacher. The Headteacher and Senior Leaders will use this method of observation to check that the highest teaching and professional standards are maintained at all times. 

· Teachers who have responsibilities outside the classroom will also have their performance of those responsibilities observed and assessed in line with the Observation of Practice Policy.
Development and Support 

At Alvaston Infant and Nursery School:
· The appraisal process will be a supportive process which will be used to provide evidence and inform the planning of continuing professional development for all teaching staff.
· Teachers will be expected to be reflective and take responsibility for improving the quality of their teaching through focussed and planned continuous professional development.

· Professional development will be linked to the main school improvement priorities of the school and to the ongoing professional development needs and priorities of individual teachers as identified through the appraisal process.
Feedback 

At Alvaston Infant and Nursery School:
· We understand the importance of providing teachers with regular and constructive feedback on their performance.

· We will aim to feedback as soon as possible after the observation has taken place. Feedback will take place at a mutually convenient time and in a private setting.
· Feedback will be undertaken in a confidential manner and will aim to support the continuing improvement of the teacher’s practice. Feedback will highlight the teacher’s particular areas of strength as well as any areas that need attention. 
Pay Progression

The Governing Body will determine the Pay Policy on an annual basis in accordance with the School Teacher Pay and Conditions Document. Decisions on pay progression will be made by 31st December for the Headteacher and normally by 31st October for all other teachers. Teachers will be informed in writing. 
Where teachers are eligible for pay progression, the recommendations made by the appraiser will be based on the assessment of their performance against the agreed objectives and skill levels for each pay point/band/level. Teachers will be expected to present evidence documenting that they have met their targets and then the recommendation for pay progression will be made.
Teachers’ pay, linked to performance and progression, will only be granted where a teacher has proven that they have the skill level required to be paid at the next pay band/point. This will be based on an audit and assessment by the Headteacher (or Governors, in the event of the Headteacher’s appraisal). 
An audit of the teacher’s performance will be undertaken by the Headteacher and/or appraiser on an annual basis usually when the final assessment of the teacher’s performance takes place in the annual appraisal cycle.

If the Headteacher or appraiser feels that a teacher’s performance and skill level warrants accelerated progression 
this will be recommended to the Governors. If the governing body agree to the recommendation, the teacher will be informed of the decision by the appropriate governor.

The Headteacher will notify any teacher who has not been recommended for pay progression of the date when the Governing Body meets to consider pay recommendations, following which the teacher (and Headteacher when the Head has not been recommend for pay progression) will be entitled to exercise the right of appeal (see Derby City Council’s Pay Policy), assisted by a companion who may be a school based colleague or a representative of his/her trade union.
Concerns about Performance
At Alvaston Infant and Nursery School, if concerns arise about any aspects of a teacher’s performance the appointed appraiser will meet with the teacher formally to;

· Provide feedback to the teacher about the nature and seriousness of the concerns, listing evidence which has been used to inform the evaluation.
· Provide the teacher with the opportunity to comment and discuss the concerns in more detail. 
· Make an agreement of the support that will be provided by the school to help address the specific concerns.

· Make an agreement with the teacher on how progress will be reviewed listing dates, times and the process which will be followed.  The agreement should be provided to the teacher in writing and the timescale should be reasonable.

· Explain clearly to the teacher the possible implications and process if inadequate progress is made and that the teacher’s practice is not at an acceptable standard.
· If progress is sufficient and the teacher’s performance is at an acceptable level, the appraisal process will continue as normal. Any remaining issues will then be addressed through the appraisal process. 

Transition to Capability 
· At Alvaston Infant and Nursery School, if the appraiser does not feel that a teacher’s progress has been sufficient, the teacher will be notified in writing that the normal appraisal system will no longer apply and that their performance will be managed under the school’s Capability Procedure.

· As part of the written notification, the teacher will receive an invitation to a formal capability meeting.

· The Capability Procedure for Alvaston Infant and Nursery School is covered in Section 2 of this policy.

Annual Assessment 

At Alvaston Infant and Nursery School:
· Every teacher's performance will be formally assessed in respect of each appraisal period. 
· When assessing the performance of the Headteacher, the Governing Body will consult the appointed external adviser.
· The Annual Assessment is the culmination of the annual appraisal process and will draw together evidence gathered throughout the year from observations, school progress data and regular reviews between the appraiser and teacher.
· Performance and development priorities will be reviewed and addressed on a regular basis throughout the year in interim meetings which will take place once every term. 

· A written appraisal report will be given to the teacher, as soon as possible, at the end of each appraisal period. The teacher will be given an opportunity to comment in writing on any aspect of the report or the appraisal process.
· Teachers will receive their written appraisal reports by 31 October, including notification of pay progression (from the previous year).
· The Headteacher will receive their written appraisal report by 31st December.

 The appraisal report will include: 
1. The teacher’s objectives;
2. A thorough assessment and evaluation of the teacher’s performance, of their role and responsibilities against their objectives and the relevant standards;
3. An outline of any evidence used to assess the teacher’s progress.
4. A brief description of any CPD undertaken by the teacher (if relevant).
5. An assessment of the teacher’s training and development needs and identification of any action that should be taken to address them;
6. A recommendation on pay where that is relevant.
Pay recommendations will be made by 31 December for Headteachers and by 31st October for all other teachers.
The assessment of a teacher’s performance and their training and development needs will inform the planning process for their following appraisal period. 

Section 2 – Capability Procedure
At Alvaston Infant and Nursery School, this Capability Procedure will only apply to teachers or Headteachers whose performance there are serious concerns about, and that the appraisal process has been unable to address or rectify. 

Procedure for Notification of Formal Capability Meeting
· At Alvaston Infant and Nursery School, teachers will be given a minimum of five working days’ notice of the formal capability meeting.

· The notification letter will contain information outlining the concerns about the teacher’s performance and the possible consequences. This will help the teacher to prepare a response and answer the case at the formal capability meeting.

· In addition to the notification letter, the teacher will also receive copies of any written evidence and the details of the time, date and venue of the meeting.

· The notification will advise the teacher of their right to be accompanied by a colleague or a trade union representative.
Formal Capability Meeting 

· At Alvaston Infant and Nursery School, the Headteacher will chair the formal capability meeting for teachers.

· In the event of the Headteacher being subject to the Capability Procedure, the Chair of Governors will lead the formal capability meeting.

· The main purpose of the Formal Capability Meeting is to establish the facts around the case and to allow the teacher/Headteacher to respond to concerns about their performance and to make any relevant representations. 
· If, after listening to the representations and evidence, the person conducting the meeting may conclude that there are insufficient grounds for pursuing the capability issue further and that it would be more appropriate to continue to address the remaining concerns through the appraisal process, the capability procedure would come to an end.
· If, after listening to the representations and evidence, the person conducting the meeting feels that they need to investigate the issues further or that they need more time to consider the evidence, they may adjourn the meeting. 
NB: If the two final points are not relevant, the formal capability meeting will continue.  
During the meeting, the person conducting the meeting will: 

1. Identify the areas of the teacher’s practice which are inadequate, for example, which of the National Teaching Standards are not being met.

2. Provide clear guidance on the improvements to the teacher’s performance, which are required to remove the teacher from the formal capability procedures.  This may include the setting of new objectives focused on the specific weaknesses that need to be addressed, any success criteria that might be appropriate and the evidence that will be used to assess whether or not the necessary improvement has been made; 

3. Outline any support that will be made available to help the teacher improve their performance; 

4. Set clearly the timetable for improvement and explain how performance will be monitored and reviewed as part of the process.

5. Assign a reasonable and proportionate time for teachers to improve their performance by addressing the areas identified as inadequate under the formal capability procedure. 

6. Establish the period for improvement, this could be between 5 and 10 weeks, but depending on the plans put in place.
7. Formally make explicit to the teacher, that failure to improve within the set period could lead to dismissal. At Alvaston Infant and Nursery School, in very serious cases, this warning could be a final written warning. 

Notes will be taken at the Formal Capability Meeting and a copy sent to the member of staff. Where a warning is issued, the teacher will be informed in writing of the matters covered in the bullet points above and given information about the timing and handling of the review stage and the procedure and time limits for appealing against the warning.
Monitoring and Review Period following a Formal Capability Meeting 
· At Alvaston Infant and Nursery School, a performance monitoring and review period will follow the formal capability meeting. 
· During the monitoring and review period, formal monitoring, evaluation, guidance and support will continue.
· The member of staff will be invited to a formal review meeting, unless they were issued with a final written warning, in which case they will be invited to a decision meeting (see below). 

Formal Review Meeting 
· At Alvaston Infant and Nursery School, the teacher/Headteacher subject to the Capability Procedure will be given a minimum of five working days’ notice of the time and place of the Formal Review Meeting. 
· The notification will advise the teacher of their right to be accompanied by a colleague or a trade union representative.

· At the Formal Review Meeting, if the person conducting the meeting is satisfied that the teacher has made sufficient improvement, the capability procedure will cease, and the appraisal process will re-start. 
In other cases, where the appraiser is not satisfied that sufficient improvements have taken place, the following will apply: 

· If it is evident that the teacher/Headteacher has made some progress and the appraiser is confident that there is capacity for further improvement, it may be appropriate to extend the monitoring and review period.
· If it is evident that no, or insufficient improvement has been made during the monitoring and review period, the teacher/Headteacher will receive a final written warning. 

· At the Formal Review Meeting notes will be taken and a copy sent to the member of staff concerned. 
· At Alvaston Infant and Nursery School, the final written warning will relate to any previous warnings that have been issued to the member of staff concerned.

· Where a final warning is issued, the member of staff will be informed in writing that failure to achieve an acceptable standard of performance (within the set timescale), may result in dismissal.

· They will also be provided with details and information about the handling of the further monitoring and review period and the procedure and time limits for appealing against the final warning.
·  The teacher/Headteacher will be invited to a Decision Meeting. 

Decision Meeting 
· At Alvaston Infant and Nursery School, the teacher/Headteacher subject to the Capability Procedure will be given a minimum of five working days’ notice of the time and place of the Decision Meeting. 

· The notification will advise the teacher of their right to be accompanied by a colleague or a trade union representative.

· At the formal Decision Meeting, if the person conducting the meeting is satisfied that the teacher has made sufficient improvement during the further monitoring and review period, the capability procedure will cease and the appraisal process will re-start. 

· If the performance of the teacher/Headteacher remains unsatisfactory, a decision, or recommendation to the Governing Body, will be made that the teacher/Headteacher should be dismissed or required to cease working at the school.
· At Alvaston Infant and Nursery School, before the decision for dismissal is made, the school will discuss the matter with the Local Authority to seek advice and support.
· The teacher/Headteacher will be informed as soon as possible of the reasons for the dismissal, the date on which the employment contract will end, the appropriate period of notice and their right of appeal. 

Decision to Dismiss 

· At Alvaston Infant and Nursery School, the power to dismiss staff in this school rests jointly with the Governing Body and Headteacher. 

Dismissal 

The school will seek further advice regarding dismissal from the Local Authority and HR and will act accordingly. 
Appeal 
At Alvaston Infant and Nursery School:

· If a teacher/Headteacher feels that a decision to dismiss them, or other action taken against them, is wrong or unjust, they may appeal in writing against the decision within  5 working days days 
of the decision, setting out at the same time the grounds for appeal. 
· Appeals against dismissal will be heard without unreasonable delay and, where possible, at an agreed time and place. 

· The teacher/Headteacher will be informed of their right to be accompanied by a companion and, as with other formal meetings, notes will be taken and a copy sent to the teacher/Headteacher. 

· The appeal will be dealt with impartially and, wherever possible, by managers or governors who have not previously been involved in the case. 
· The teacher/Headteacher will be informed in writing of the results of the appeal hearing as soon as possible after the appeal has been heard.
Classroom Observation 

Rationale

At Alvaston Infant and Nursery School, we believe that classroom observation is an invaluable tool in the school improvement and development process. We are committed to ensuring that classroom observation is developmental, supportive and is done in a safe and productive manner.

Aims

· For staff and senior leaders to understand and adhere to the guidance and procedures in this policy.

· For classroom observation to be viewed as a positive school improvement vehicle.

· To carry out the role of observer with professionalism, integrity and courtesy.

· To seek to reach agreement in advance on classroom observations to be carried out.

· To evaluate lessons objectively and against agreed criteria.

· To report sensitively accurately and fairly.

· To respect the confidentiality of the information gained.

Observations: 

· In keeping with the commitment to be supportive and to ensure that observations are developmental, they will always be planned in advance and teachers will be given at least 3 days’ notice. 

· Classroom observations will only be undertaken by persons with QTS. In addition, school classroom observations will only be undertaken by those who 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. 

· Oral feedback will be given as soon as possible after the observation and no later than the end of the following working day. It will be given during directed time in a suitable, private environment. 

· Written feedback will be provided within five working days of the observation taking place. The written record of feedback will also include the date on which the observation took place, the lesson observed and the length of the observation. The teacher has the right to append written comments on the feedback document. No written notes in addition to the written feedback will be kept. 

· A 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. Heads have a right to drop in to inform their monitoring of the quality of learning. As this school is a large school, drop-ins and Learning Walks will be undertaken by the Headteacher, the Senior Leadership Team and Subject Leads (as appropriate). Subject Leaders must ask for permission
 , from the Headteacher or in her absence the most senior member of staff, before embarking on Learning Walks. 

· Lesson observations will take place as part of the school’s monitoring and self-evaluation processes and to enable the continuous professional development of staff. Most observations will form part of the Performance Management cycle, subject reviews and staff training. Use of lesson observations as a CPD tool, will include paired planning and observations, as well as formative observations for ECTs..
 

At Alvaston Infant and Nursery School, the Headteacher will:

· Consult staff on the pattern of classroom observations, which teachers can expect annually, and seek agreement with the teachers and their recognised organisations on these arrangements.

· Ensure that there will be a reasonable amount of time between classroom observations, irrespective of the purpose of those observations.

· Ensure that classroom observation will be undertaken solely by persons with qualified teacher status and the appropriate training and professional skills.

· Ensure that as far as possible, the results of observations are used for multiple purposes, in order to restrict the number of observations carried out. 

· Work with the Governing Body so that they are aware of the Performance Management and observation cycle.

· Ensure that the purpose of planned observation visits are made clear before they occur. 

Policy to be reviewed Sept 2023 or sooner if required
�Makes more sense in the Headteacher section than the teacher section.


�Accelerated as in more often than annual or by more than one band/point?


�This is in the formal section but think it’s worth being explicit here too.


�What does this mean? In this policy there doesn’t seem to be any other type of written warning than a final written warning


�Elsewhere this is five working days. If there isn’t a specific reason that we don’t want it to be, then I’d suggest the same here for clarity. 


�From whom? The Headteacher or the individual class teachers or both?


�While I’m here, I think this recently changed to ECTs.





