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Introduction 

The policy is in two separate sections.  Part A covers Appraisal while 
Part B of the policy sets out the formal Capability Procedure and reflects the ACAS Code of 
Practice on disciplinary and grievance procedures.   
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Policy for appraising teacher performance and dealing with 
capability issues  
  

The Academy Trust of North Halifax Grammar School adopted this policy on  
 
It will be reviewed annually.    

Purpose  

This policy sets out the framework for a clear and consistent assessment of the overall 
performance of teachers, including the Principal, and for supporting their development within the 
context of the Academy’s priorities for improving educational provision and performance, and 
the standards expected of teachers.   It also sets out the arrangements that will apply when 
teachers fall below the levels of competence that are expected of them. 
 

Application of the policy  

The policy is in two separate sections.   
 
Part A of the policy, which covers appraisal, applies to the Principal and to all teachers 
employed by the Academy, except those on contracts of less than one term, those undergoing 
induction (ie NQTs) and those who are subject to Part B of the policy. 
  
Part B of the policy, which sets out the formal capability procedure, applies only to teachers 
(including the Principal) about whose performance there are serious concerns that the appraisal 
process has been unable to address.  
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Part A – Appraisal  
 
Appraisal in this Academy 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 appraisal period  
 
The appraisal period will run for twelve months from 1st September to 31st August.  
 
Teachers who are employed on a fixed term contract of less than one year will have their 
performance managed in accordance with this policy. The length of the appraisal period will be 
determined by the duration of their contract. 
 

Appointing appraisers  
 
The Principal will be appraised by the Governing Board, supported by a suitably skilled and/or 
experienced external adviser who has been appointed by the Governing Board for that purpose.  
 
In this Academy the task of appraising the Principal, including the setting of objectives, will be 
delegated to a sub-group consisting of at least three members of the Governing Board. 

 
The Principal will decide who will appraise other teachers. Wherever possible, the appraiser will 
be a member of staff’s Line Manager or a manager who works in an appropriate role whereby 
they see the member of staff’s work at first hand on a regular basis 
 

Setting objectives  
 
The Principal’s objectives will be set by the Governing Board 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 Specific, Measurable, Achievable, 
Realistic and Time-bound and will be appropriate to the teacher’s role and level of experience. 
The appraiser and teacher 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. 
Each member of staff will be set three objectives. 
 
The objectives set for each teacher will, align with the Academy’s priorities for improving its 
educational provision and performance and improving the education of pupils at the Academy. 
This will be ensured by quality assuring a sample of all objectives against the quality 
improvement priorities. 
 
Teachers will be appraised against those standards contained in the appendices of this policy 
that apply to their pay grade and any posts of responsibility held. 
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Reviewing performance  

Observation 

 
This Academy believes that observation of classroom practice and the performance of staff 
members’ 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 Academy improvement more generally.  All 
observation will be carried out in a supportive fashion. (The Academy’s protocol for lesson 
observations will apply and is attached as Appendix B). Teachers will be able to include 
observations by both managers and peers within their appraisal evidence. 
 
In this Academy teachers’ performance will be regularly observed but the amount and type of 
classroom observation will depend on the individual circumstances of the teacher and the 
overall needs of the Academy.  Classroom observation will only ever be carried out by those 
with QTS. In addition to formal observation, members of the Leadership Group 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.  The length and frequency of “drop in” observations will vary depending on specific 
circumstances. 
 
Teachers (including the Principal) who have responsibilities outside the classroom should also 
expect to have their performance of those responsibilities observed and assessed. 
 

Other evidence 
 
To gain a complete picture of a member of staff’s overall effectiveness and contribution to the 
Academy, appraisers will need to have regard to a wide range of evidence in addition to 
observation data.  Such evidence will include (where available and relevant): information from 
line managers for any additional roles held by the teacher (including the role of Student 
Progress Tutor), exam and assessment data about the teacher’s classes, results of work 
scrutiny, information from surveys/questionnaires, details of positive/negative feedback from 
students/parents/colleagues, any other relevant and appropriate sources. 

 
Development and support 
 
Appraisal is a supportive, positive and collegiate process which will be used to capture and 
celebrate each member of staff’s positive contribution to the Academy’s pursuit of excellence 
and to inform continuing professional development.  The Academy 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 the Academy’s Quality 
Improvement Priorities and to the ongoing professional development needs and priorities of 
individual teachers.  
 

Job Description 
 
As part of the appraisal process the teacher’s job description will be reviewed to ensure it 
remains current and adequately reflects the teacher’s actual duties. 
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Feedback 

 
Teachers will receive constructive feedback on their performance throughout the year and as 
soon as practicable after observation or other quality assurance activity has taken place or other 
evidence has come to light.  Feedback will highlight particular areas of strength as well as any 
areas that need attention.   
 
Where there are concerns about any aspects of the teacher’s performance the appraiser will 
meet the teacher formally to: 

 

 give clear feedback to the teacher about the nature and seriousness of the concerns; 

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

 agree any support (e.g. coaching, mentoring, structured observations), that will be provided 
to help address those specific concerns;  

 make clear how, and by when, the appraiser will review progress (it may be appropriate to 
revise objectives, and it will be necessary to allow sufficient time for improvement.  The 
amount should reflect the seriousness of the concerns); 

 explain the implications and process if no – or insufficient – improvement is made. 
 
Further guidance on the teacher support process triggered by the identification of significant 
areas of weakness, is included as Appendix C. 
 
When progress is reviewed, if the appraiser is satisfied that the teacher has made, or is making, 
sufficient improvement, the appraisal process will continue as normal, with any remaining issues 
continuing to be addressed through that process.    
 

Transition to capability 
  
If the appraiser is not satisfied with progress, the teacher will be notified in writing that the 
appraisal system will no longer apply and that their performance will be managed under the 
capability procedure, and will be invited to a formal capability meeting.  The capability 
procedures will be conducted as in part B of this policy.  

 
Annual assessment  
 
Each teacher's performance will be formally assessed in respect of each appraisal period.   In 
assessing the performance of the Principal, the Governing Board 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. 
 
The teacher will, as soon as practicable, following the end of each appraisal period draft their 
own written appraisal report.   This report will be moderated by their appraiser and a final 
wording will be agreed.  If agreement cannot be reached, the appraiser’s wording will be used 
but the teacher will have the right to comment on the text and note their disagreement.  
Teachers will receive their final written appraisal reports by 31 October (31 December for the 
Principal). The appraisal report will include: 
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 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 including their own job description as appropriate;  

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

 a recommendation on pay where that is relevant (NB – pay recommendations need to be 
made by 31 December for Principals and by 31 October for other teachers); 

 
The appraisal reports for all teaching staff expecting to progress along the Academy’s pay 
range must be completed and passed to the Principal by September 30th in order for the 
Principal and governors to determine individual pay recommendations. 
 
The assessment of performance and of professional development needs will inform the 
planning process for the following appraisal period.  
 
The appraisal report, the assessments and the pay recommendation will be made using the 
forms attached to this policy as Appendix D. 
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Appendix A 
 

Teachers’ Standards 
Guidance for school leaders, school staff and governing bodies 
July 2011(introduction updated June 2013) 
 

Summary 
 
About the standards 
These are the Teachers’ Standards for use in schools in England from September 2012. The 
standards define the minimum level of practice expected of trainees and teachers from the point 
of being awarded qualified teacher status (QTS). 
 
The Teachers’ Standards are used to assess all trainees working towards QTS, and all those 
completing their statutory induction period. They are also used to assess the performance of all 
teachers with QTS who are subject to The Education (School Teachers’ Appraisal) (England) 
Regulations 2012, and may additionally be used to assess the performance of teachers who are 
subject to these regulations and who hold qualified teacher learning and skills (QTLS) status. 
 
The standards were introduced following the recommendations in the reports of the 
independent Review of Teachers’ Standards, chaired by Sally Coates. These reports are 
available from GOV.UK. 
 
Expiry or review date 
These standards will apply until further notice. 
 
What legislation do the standards refer to? 
Schedule 2 of The Education (School Teachers’ Qualifications) (England) Regulations 2003 
The Education (School Teachers’ Appraisal) (England) Regulations 2012 
 
Who are the standards for? 
The Teachers’ Standards apply to: 

 trainees working towards QTS; 

 all teachers completing their statutory induction period (newly qualified teachers [NQTs]); 
and 

 teachers in maintained schools, including maintained special schools, who are covered by 
the 2012 appraisal regulations. 
 

The National College for Teaching and Leadership (NCTL) will use Part Two of the Teachers’ 
Standards, which relates to personal and professional conduct, when assessing cases of 
serious misconduct, regardless of the education sector in which the teacher works. 
 
What documents do the standards replace? 
These standards replaced the standards for qualified teacher status (QTS) and the core 
professional standards, published by the former Training and Development Agency for Schools 
(TDA); and the General Teaching Council for England’s Code of Conduct and Practice for 
Registered Teachers. 
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Introduction, legal standing and interpretation 
 

1. The Teachers’ Standards published by the Secretary of State for Education introduced 
some significant changes in terms of structure, content and application. This document is 
designed to assist those who will be using the standards to understand those changes 
and to implement the standards effectively. 
 

2. The Teachers’ Standards contained in this document came into effect on 1 September 
2012, though the Teaching Agency (now the National College for Teaching and 
Leadership) has used the conduct elements since 1 April 2012 as a reference point when 
considering whether a teacher’s conduct has fallen significantly short of the standard of 
behaviour expected of a teacher. They replaced the standards for qualified teacher 
status (QTS) and the core professional standards previously published by the Training 
and Development Agency for Schools (TDA),1 as well as the General Teaching Council 
for England’s Code of Conduct and Practice for Registered Teachers. 

 
3. The standards apply to the vast majority of teachers regardless of their career stage. The 

Teachers’ Standards apply to: trainees working towards QTS; all teachers completing 
their statutory induction period; and those covered by the new performance appraisal 
arrangements (subject to the exception described in para. 4 below). Part Two of the 
Teachers’ Standards, which relates to professional and personal conduct, is used to 
assess cases of serious misconduct, regardless of the sector in which the teacher works. 

 
4. Since 1 April 2012, teachers with qualified teacher learning and skills (QTLS) status have 

been able to teach in schools as fully qualified teachers. This change was made to give 
schools greater access to experienced teachers of vocational subjects, as recommended 
in Professor Alison Wolf’s Review of Vocational Education. Headteachers have the 
freedom to decide the standards against which they assess the performance of QTLS 
holders. They can assess QTLS holders’ performance against the Teachers’ Standards, 
against any other set of standards relating to teacher performance issued by the 
Secretary of State, against any other professional standards that are relevant to their 
performance, or against any combination of those three. Before, or as soon as 
practicable after the start of each appraisal period, QTLS teachers (like other teachers) 
must be informed of the standards against which their performance in that appraisal 
period will be assessed. 

 
5. The standards define the minimum level of practice expected of trainees and teachers 

from the point of being awarded QTS. The standards set out in this document constitute 
the ‘specified standards’ within the meaning given to that phrase in Schedule 2 of The 
Education (School Teachers’ Qualifications) (England) Regulations 2003. 

 
6. The standards need to be applied as appropriate to the role and context within which a 

trainee or teacher is practising. Providers of initial teacher training (ITT) should assess 
trainees against the standards in a way that is consistent with what could reasonably be 
expected of a trainee teacher prior to the award of QTS. Providers need to ensure that 
their programmes are designed and delivered in such a way as to allow all trainees to 
meet these standards, as set out in the Secretary of State’s Initial Teacher Training (ITT) 
Criteria3. 

 
7. Similarly, headteachers (or appraisers) should assess teachers’ performance against the 

standards to a level that is consistent with what should reasonably be expected of a 
teacher in the relevant role and at the relevant stage of their career (whether they are a 
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newly qualified teacher (NQT), a mid-career teacher, or a more experienced practitioner). 
The professional judgement of headteachers and appraisers is therefore central to 
appraisal against these standards. 

 
8. The standards replaced the previous core professional standards, and are used to 

assess an NQT’s performance at the end of their induction period in employment. The 
standards themselves do not specify any new or different elements to the expectations 
placed on NQTs beyond those required for the award of QTS. The decision about 
whether an NQT has met the standards to a satisfactory level at the end of their first year 
of full employment therefore needs to be made on the basis of what should reasonably 
be expected of an NQT working in the relevant setting and circumstances, within the 
framework set out by the standards. That judgement should reflect the expectation that 
NQTs have effectively consolidated their training, and are demonstrating their ability to 
meet the standards consistently over a sustained period in their practice. 

 
9. Following the period of induction, the standards continue to define the level of practice at 

which all qualified teachers are expected to perform. Teachers’ performance is assessed 
against the standards as part of the new appraisal arrangements in maintained schools. 

 

Presentation of the standards 
 

10. This document is presented in three parts, which together constitute the Teachers’ 
Standards: the Preamble, Part One and Part Two. 

 
11. The Preamble summarises the values and behaviour that all teachers must demonstrate 

throughout their careers. Part One comprises the Standards for Teaching; Part Two 
comprises the Standards for Personal and Professional Conduct. 

 
12. In order to meet the standards, a trainee or teacher will need to demonstrate that their 

practice is consistent with the definition set out in the Preamble, and that they have met 
the standards in both Part One and Part Two of this document. 

 
13. The standards are presented as separate headings, numbered from 1 to 8 in Part One, 

each of which is accompanied by a number of bulleted subheadings. The bullets, which 
are an integral part of the standards, are designed to amplify the scope of each heading. 
The bulleted subheadings should not be interpreted as separate standards in their own 
right, but should be used by those assessing trainees and teachers to track progress 
against the standard, to determine areas where additional development might need to be 
observed, or to identify areas where a trainee or teacher is already demonstrating 
excellent practice relevant to that standard. 

 

Progression and professional development 
 

14. The standards have been designed to set out a basic framework within which all 
teachers should operate from the point of initial qualification. Appropriate self-evaluation, 
reflection and professional development activity is critical to improving teachers’ practice 
at all career stages. The standards set out clearly the key areas in which a teacher 
should be able to assess his or her own practice, and receive feedback from colleagues. 
As their careers progress, teachers will be expected to extend the depth and breadth of 
knowledge, skill and understanding that they demonstrate in meeting the standards, as is 
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judged to be appropriate to the role they are fulfilling and the context in which they are 
working. 
 

15. The revised standards came into effect on 1 September 2012, on which date they 
became the ‘specified standards’ as defined in Schedule 2 of The Education (School 
Teachers’ Qualifications) (England) Regulations 2003. The Regulations require that in 
order to be recommended for the award of QTS, in most cases4 a person must meet the 
specified standards that are in place at the time of assessment. Providers of initial 
teacher training need to ensure that all trainees who complete their training after 1 
September 2012 are assessed against the standards that are in place as at the time of 
assessment, in accordance with the Regulations. 

 
16. NQTs who qualified under the previous standards but started induction on or after 1 

September 2012, or had started but not completed induction by 1 September 2012, need 
to be assessed against the Teachers’ Standards at the end of their induction. 

 
17. Existing teachers who have already passed induction will be expected to use the 

Teachers’ Standards instead of the previous core standards for appraisal, identifying 
professional development, and other related purposes. 

 
18. When considering new cases of serious misconduct received from 1 April 2012, the 

National College for Teaching and Leadership (formerly the Teaching Agency), acting on 
behalf of the Secretary of State, must have regard to the personal and professional 
conduct aspects of the Teachers’ Standards document instead of the General Teaching 
Council for England’s (GTCE) Code of Conduct and Practice for Registered Teachers. 
The National College for Teaching and Leadership is still able to refer to the GTCE’s 
Code of Conduct for any partially completed cases it received from the GTCE at the point 
of its abolition. 

 

Note on terminology used/glossary 
 
Specific terminology used in the standards should be interpreted as having the following 
meaning: 

 ‘Fundamental British values’ is taken from the definition of extremism as articulated in the 
new Prevent Strategy, which was launched in June 2011. It includes ‘democracy, the rule of 
law, individual liberty and mutual respect and tolerance of different faiths and beliefs’. 
 

 ‘Parents’ is intended to include carers, guardians and other adults acting in loco parentis. 
 

 ‘Pupils’ is used throughout the standards, but should be taken to include references to 
children of all ages who are taught by qualified teachers, including those in the Early Years 
Foundation Stage, and those in post-16 education. 
 

 ‘School’ means whatever educational setting the standards are applied in. The standards 
are required to be used by teachers in maintained schools and non-maintained special 
schools. Use of the standards in academies and free schools depends on the specific 
establishment arrangements of those schools. Independent schools are not required to use 
the standards, but may do so if they wish. 

 

 ‘Special educational needs’, as defined by the Department for Education’s Special 
Educational Needs Code of Practice (2001), refers to children who have a learning difficulty. 
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This means that they either: have a significantly greater difficulty in learning than the majority 
of children of the same age; or have a disability which prevents or hinders them from making 
use of educational facilities of a kind generally provided for children of the same age in 
schools within the area of the local education authority. 

 

 ‘Statutory frameworks’ includes all legal requirements, including but not limited to the 
requirement to promote equal opportunities and to provide reasonable adjustments for those 
with disabilities, as provided for in the Equality Act 2010. The term also covers the 
professional duties of teachers as set out in the statutory School Teachers’ Pay and 
Conditions Document. 

 

Teachers’ Standards 
 

Preamble 
Teachers make the education of their pupils their first concern, and are accountable for 
achieving the highest possible standards in work and conduct. Teachers act with honesty and 
integrity; have strong subject knowledge, keep their knowledge and skills as teachers up-to-date 
and are self-critical; forge positive professional relationships; and work with parents in the best 
interests of their pupils. 
 

Part One: Teaching 
A teacher must: 
 
1. Set high expectations which inspire, motivate and challenge pupils 

 establish a safe and stimulating environment for pupils, rooted in mutual respect 

 set goals that stretch and challenge pupils of all backgrounds, abilities and dispositions 

 demonstrate consistently the positive attitudes, values and behaviour which are expected of 
pupils. 
 

2. Promote good progress and outcomes by pupils 

 be accountable for pupils’ attainment, progress and outcomes 

 be aware of pupils’ capabilities and their prior knowledge, and plan teaching to build on 
these 

 guide pupils to reflect on the progress they have made and their emerging needs 

 demonstrate knowledge and understanding of how pupils learn and how this impacts on 
teaching 

 encourage pupils to take a responsible and conscientious attitude to their own work and 
study. 

 
3. Demonstrate good subject and curriculum knowledge 

 have a secure knowledge of the relevant subject(s) and curriculum areas, foster and 
maintain pupils’ 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 

 if teaching early reading, demonstrate a clear understanding of systematic synthetic phonics 

 if teaching early mathematics, demonstrate a clear understanding of appropriate teaching 
strategies. 
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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 
and understanding pupils 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). 
 

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

 know when and how to differentiate appropriately, using approaches which enable pupils to 
be taught effectively 

 have a secure understanding of how a range of factors can inhibit pupils’ 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 pupils’ education at different stages of 
development 

 have a clear understanding of the needs of all pupils, including those with special 
educational needs; those of high ability; those with English as an additional language; those 
with disabilities; and be able to use and evaluate distinctive teaching approaches to engage 
and support them. 
 

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 pupils’ progress 

 use relevant data to monitor progress, set targets, and plan subsequent lessons 

 give pupils regular feedback, both orally and through accurate marking, and encourage 
pupils to respond to the feedback. 
 

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 pupils’ needs in 
order to involve and motivate them 

 maintain good relationships with pupils, exercise appropriate authority, and act decisively 
when necessary. 

 
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 pupils’ achievements and well-being. 
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Part Two: Personal and 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 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. 
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North Halifax Grammar School Leadership and Management Framework 

 
Enthusiasm, Confidence and Motivation 

 

 
Living out our ethos – (ECM)3 

 Leaders will be enthusiastic at all times and will model positive attitudes in all areas of school life 

 Leaders will take pride in the performance of staff and students and will actively promote their achievements within the academy and beyond. 

 Leaders will play a leading role in motivating students and staff to give of their best and constantly seek improvement 
 

 
Why this matters: 
Leaders need to set an example and energise staff and students through their own passion and drive to achieve the very highest standards in all areas of 
school life.  It is essential to present change and development work favourably in order to carry others forward, especially in the face of resistance and/or 
reluctance. 
 

Level 1 
Accepts need for positive attitude to 
change and development 

Level 2 
Leads changes and developments in 
a positive manner  

Level 3 
Encourages others to embrace 
change and improvement 

Level 4 
Secures high levels of support for 
change through infectious positivity 

 

 Introduces new ideas and 
suggests ways to improve 
practice 

 Offers support to changes 
proposed by others 

 Emphasises benefits of and 
opportunities presented by 
new ideas/practices 

 Suggests ways to overcome 
barriers to change and 
developments 

 Actively maintains existing 
best practice 

 Monitors the impact of her/his 
work 

 

 Secures buy-in for new 
initiatives by focussing on the 
benefits of change 

 Works with individuals to 
allay fears and build 
confidence around change 
and development work 

 Anticipates and counters 
obstacles and barriers put up 
by others 

 Can show evidence of 
desired change and 
improvements 

 

 

 Leads improvement 
confidently from the front, 
adopting early, and modelling 
new practice to others 

 Challenges inertia by thinking 
creatively and finding smart 
solutions to disarm resistance 
by individuals and groups of 
staff, students or parents 

 Advocates new practices 
powerfully 

 Can demonstrate positive 
impact on outcomes or 
experience 

 

 

 Promotes changes and 
developments tirelessly and 
with great focus to secure 
strong buy-in from others 

 Engages others to act as 
advocates and agents of 
change and improvement 

 Gives time and energy 
generously to others as they 
adapt and develop their 
practice 

 Is able to demonstrate 
significant positive impact on 
outcomes or experience 
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North Halifax Grammar School Leadership and Management Framework 

 
Engagement, Co-operation and Mindfulness 

 
Living out our ethos – (ECM)3 

 Leaders will engage with all members of the school community and respond to feedback appropriately 

 Leaders will lead, challenge and support teams and will build partnerships to ensure that aims and objectives are met 

 Leaders will be aware of likely consequences of their decisions and actions and will plan to maximise positive impacts 
 

 
Why this matters: 
Leaders need to demonstrate the emotional intelligence to work collaboratively with all stakeholders to achieve common goals and deliver the very highest 
standards in all areas of school life.  Leaders need to understand themselves and the ways in which they relate to and team up with others to share best 
practice, break down barriers and communicate effectively about new initiatives and priorities. 
 

Level 1 
Works co-operatively 

Level 2 
Involves others 

Level 3 
Builds the team 

Level 4 
Creates team working 

 

 Co-operates willingly and 
seeks advice from others 
when required 

 Puts in additional effort to 
assist others when needed 

 Knows and acknowledges 
own strengths, limitations and 
preferences 

 Is open about own feelings in 
relation to specific times and 
situations 
 

 

 Actively includes individuals 
from different backgrounds in 
team activities 

 Capitalises on diverse skills 
and ideas 

 Spends time with others to 
think through issues 

 Recognises the contributions 
of others 

 Understands when situations 
arouse strong emotions, 
personal bias or preference 
and resists urge to act in 
haste 

 Accepts questioning and 
feedback without being 
defensive 

 

 

 Actively shares information 
and learning 

 Addresses conflict and issues 
within team(s) in a positive 
and open manner 

 Provides clear feedback to 
team members 

 Understands different 
interests and agendas and 
works to bring about 
consensus/positive outcomes 

 Understands how feelings 
and emotions impact on 
performance of team(s) and 
controls own feelings to 
minimise negative impact 

 Maintains sense of humour 
and stays calm 

 

 Creates opportunities for co-
operative working and 
challenges others to do same 

 Breaks down barriers to 
effective team working 

 Actively manages own 
emotions and sets up support 
structures to manage stress 
levels 

 Stays strong and positive in 
the face of adversity 

 Recognises own weaknesses 
and when to seek guidance 
and support 

 Encourages open, honest 
and constructive evaluation of 
team and individual 
performance 



 

17 
 

North Halifax Grammar School Leadership and Management Framework 

 
Enquiry, Creativity and Manners 

 

 
Living out our ethos – (ECM)3 

 Leaders will seek out and share the very best professional practice related to their areas of responsibility 

 Leaders will find creative solutions to problems and innovative ways for everyone to work smarter rather than harder 

 Leaders will model politeness, kindness, thoughtfulness and honesty to the whole school community at all times 
 

 
Why this matters: 
Leaders need to demonstrate expertise in their area(s) of responsibility in order to establish a culture of excellence to which all stakeholders subscribe.  
Leaders need to show sensitivity to the needs of both the organisation and the people in it so that the organisation’s aims are met as efficiently and as 
effectively as possible.  Leaders must accept that hard messages have to be delivered,  but that they should be delivered honestly and kindly and with a 
view to providing appropriate support to bring about improvements where required 

Level 1 
Confident in own role 

Level 2 
Shows initiative 

Level 3 
Adapts well 

Level 4 
Challenges and takes risks 

 

 Is secure in own knowledge 
and skills and has the 
confidence of others 

 Listens to others 

 Is open to new ideas and 
practices.  Willing to change 
as a result of new learning or 
evidence 

 Works without needing direct 
supervision 

 Able to say, “No” in the face 
of unreasonable demands on 
self or team 
 

 

 Can form/provide an opinion 
on area(s) of expertise 

 Can take decisions 
independently, in line with 
school policy or ethos 

 Is able to admit limitations of 
knowledge, knows when to 
seek advice or do further 
research 

 Applies rules or policies 
flexibly and responds to 
changing circumstances 

 Prioritises effectively 

 Adapts/adjusts to achieve 
objectives effectively and 
efficiently 

 

 

 Is prepared to stand by 
difficult or complex decisions 
but pragmatic enough to 
adapt to circumstances 

 Understands the “bigger 
picture” and uses common 
sense to interpret and 
implement policy 

 Can cope with conflicting 
demands and think creatively 
to find appropriate solutions 

 Seeks new responsibilities 
and supports others in 
discharging theirs 

 Gives recognition and praise 
to others whenever possible 

 

 Will advocate a course of 
action even when others 
might disagree 

 Can change a goal or course 
of action to fit situation 

 Empowers others to make 
decisions within flexible, 
supportive frameworks that 
support the school ethos 

 Prepared to take significant 
professional risks to achieve 
vital goals 

 Challenges others 
respectfully 

 Creates an environment in 
which creative thinking is 
encouraged and valued 
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North Halifax Grammar School Leadership and Management Framework 

 
Warning Signs 

 
Positive Indicators 

A Leader: 

 Rarely focuses on students and the student experience 

 Expresses negative views and emotions 

 Is unwilling to contemplate change and clings to established 
practices which are not working as well as they might 

 Evades decisions and expects to be told what to do 

 Does not volunteer 

 Does not support the school ethos 

 Sticks rigidly to rules or procedures when there is a need for 
flexibility 

 Avoids “routine” or “dull” tasks (or sticks to them too much) 

 Cannot admit ignorance and makes up answers to cover gaps 

 Is slow to adapt to, or does not accept, feedback 

 Fails to reassess priorities when circumstances change 

 Resists change without fully considering or understanding it 

 Only superficially adapts when managing individuals with diverse 
needs, skills and backgrounds 

 Puts blame on others when things go wrong 

 Delegates without providing adequate support or resource 

 Makes too many assumptions about situations/people 

 Does not model the behaviours they expect from others 

 Fails to communicate performance standards clearly 

 Fails or is slow to address poor performance 

 Shouts at, embarrasses or belittles others, publicly or privately 

 Often fails to monitor and enforce standards/deadlines 

 Is indiscreet and/or does not respect confidences 

 Keeps important information from others who could use it 

 Co-operates or collaborates selectively, showing favouritism 

 Lacks humility, is patronising and/or rude to others 

 Is defensive or closes down when given challenging feedback 

 Remains isolated during difficult times and takes stress out on 
others 

A Leader: 

 Values the contributions of others but accepts the responsibility 
for decisions without excuse 

 Addresses problems as they arise 

 Advocates unpopular causes/actions if (s)he believes it is right 

 Seeks new responsibilities 

 Is open to the benefits of change and new ideas/approaches and 
encourages others to develop new practice in light of evidence 

 Puts the needs of students and the school first 

 Investigates options and thinks creatively to resolve problems 

 Can use professional judgment to apply rules and policies flexibly 
when necessary 

 Makes time for others, is visible and available 

 Delegates elements of more complex tasks, as appropriate, to 
challenge and develop others 

 Treats all team members equitably and acts as facilitator when 
conflict arises 

 Avoids allocating blame and gives feedback carefully to create a 
climate where everyone feels empowered to take risks, make 
mistakes and learn, knowing there is support available 

 Helps others to find their own solutions to problems 

 Finds time to coach team(s) and individuals 

 Explores ways in which team(s) can work together more 
effectively 

 Outlines responsibilities and standards clearly for others 

 Encourages others to monitor their own performance against 
goals 

 Addresses underperformance directly and openly but discreetly 

 Agrees goals and clarifies how performance will be measured 

 Checks what others are thinking 

 Considers approach to tasks/projects to bring out the best in 
others 

 Looks for opportunities to improve personal areas of weakness 
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 Cares about their own feelings but not those of others 

 Produces inaccurate or poor quality work 

 Is complained about frequently (formally and informally) 

 Manages own emotions to impact positively on others 

 Works accurately and models the quality of work expected from 
others 

 Attracts positive feedback regularly (formally and informally) 
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Appendix B 

 

Academy Protocol for Formal Lesson Observations 
 
Introduction 
This governing Board is committed to ensuring that classroom observation is developmental 
and supportive and that those involved in the process will: 

 carry out the role with professionalism, integrity and courtesy; 

 seek to reach agreement in advance on how classroom observations are to be carried 
out; 

 evaluate objectively; 

 report accurately and fairly; and 

 respect the confidentiality of the information gained. 
 
Planning and preparing for observation 
In keeping with the Academy governing Board’s commitment to supportive and developmental 
classroom observation the Principal will: 

 consult teachers on the pattern of classroom observation which they can expect annually 
and seek agreement with teachers and union representatives on these arrangements; 

 ensure that those being formally observed for all purposes will be notified at least five 
working days in advance; 

 arrange, as far as possible, for all formal observations to take place at a time agreed 
between the teacher and the observer; 

 ensure that there is 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 (QTS) and the appropriate training and professional skills to undertake 
observation and to provide constructive oral and written feedback and support, in the 
context of professional dialogue between colleagues. 
 

Planning for observation will take place at the start of the appraisal/performance management 
cycle and will include details of: 

 the amount of observation; 

 the focus of the observation; 

 the duration of the observation; 

 when during the performance management/appraisal cycle the observation will take 
place; and who will conduct the observation. 

 
In order that formal classroom observation is kept to a minimum, and to support efforts to deliver 
the Academy’s commitment to streamlining data collection and minimising bureaucracy and 
workload burdens on teachers, the information gathered will be used for multiple purposes, 
including informing Academy self-evaluation and Academy improvement strategies. This will 
enable the Principal to discharge her/his duty to evaluate the standards of teaching and learning 
and to ensure that proper standards of professional performance are established and 
maintained. 
 
Before any classroom observation is conducted, there will be an opportunity for the reviewer 
and teacher to meet within directed time in order that the context of the lesson to be observed 
can be discussed. 
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Conducting formal observation 
There should be a limit of a total of three formal observations for all purposes. Under no 
circumstances shall the total time occupied by all formal observations exceed three hours per 
year and the focus and timing must be agreed in the teacher’s performance management 
planning statement. 
 
Neither pupils nor unquantified governors will undertake observations (although governors may, 
by specific agreement with the teacher concerned, visit a lesson to, for example, familiarise 
themselves with their link area).  Governors may only undertake observations with the 
agreement of a teacher, if they are relevantly professionally qualified to do so. 
 
Feedback and records 
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. Time for preparation and feedback for classroom observation will be made 
available, in addition to PPA time. 
 
Written feedback will be provided within five working days of the observation taking place. If 
issues emerged from an observation that were not part of the focus of the observation as 
recorded in the planning and review statement, these should also be covered in the written 
feedback and the appropriate action discussed with the teacher. 
 
The written record of feedback will 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 and 
teacher’s comments will be kept. The reviewer will be given sufficient time within the school day 
to put in written form the conclusions agreed with the reviewee on the outcomes of the 
classroom observation. 
 
Teachers will have access to all written accounts of the observation after their lessons and, if 
they request, copies will be provided. 
 
Classroom observation and formal capability procedures 
For teachers on a formal capability procedure an important part of the support offered to the 
teacher will be a clearly defined amount of classroom observation with structured oral and 
written feedback. The amount of classroom observation will be discussed with the teacher and 
their union representative who is supporting and advising them in the formal process. 
 
The same underlying principles and standards will apply as to formal observation but the full 
process of planning, notification and debriefing need not apply.
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Appendix C 

 

Strategy for supporting teaching staff judged to have significant 
weaknesses  
 

1. Feedback given to member of staff and notification of the process to be employed 

2. A meeting with LG member, HoD and member of staff arranged where key areas for 
improvement will be agreed.  This should occur within two working weeks of the end of 
the observation process 

3. Member of staff to be offered the opportunity to work with a volunteer coach or mentor 
who should be a member of the LG*/middle leader with significant, relevant areas of 
strength. There will be a period of 6 weeks for the staff to work together.  Possible 
support strategies to include peer lesson observations internal and/or external CPD, and 
others as relevant to the individual’s areas for development. 

4. At the end of the 6 week period there will be a joint lesson observation or work sampling 
with LG and HoD – one day window as per LG observation. 

5. Judgement agreed and feedback given. If the areas of significant weakness have been 
addressed – end of process 

6. If significant areas of weakness remain, a second cycle as points 2, 3 and 4 above will 
occur including agreed key areas for improvement and opportunity to work with a 
volunteer coach or mentor who should be a member of the LG/Middle Leader with 
significant, relevant areas of strength with the second observation or work scrutiny taking 
place 6 working weeks following the first joint observation 

7. If the judgement is that significant weaknesses remain, the process will then move to 
formal competency proceedings 

8. Should the offer of coaching be turned down, the formal competency proceedings will be 
initiated if a second observation/work scrutiny is also judged to have demonstrated 
significant weakness. 

 
Should it prove impossible to mutually agree a coach or mentor, the roles will be taken by the 
relevant Line Manager as part of their responsibility.  
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Appendix D 
 
Document 1 
 
CONFIDENTIAL 

TEACHERS’ STANDARDS AUDIT 
 AND PROFESSIONAL DEVELOPMENT OBJECTIVE PLANNER  
 
Name...........................................................................................................   Pay Point..................     
 Date................................... 
 

Standard Met Working towards 

1.1.  Set high expectations which inspire, motivate and challenge pupils 
1. Establish a safe and stimulating environment for pupils, rooted in mutual respect 
2. Set goals that stretch and challenge pupils of all backgrounds, abilities and 

dispositions 
3. Demonstrate consistently the positive attitudes, values and behaviour which are 

expected of pupils 

  

1.2.  Promote good progress and outcomes by pupils 
1. Be accountable for pupils’ attainment, progress and outcomes 
2. Plan teaching to build on pupils’ capabilities and prior knowledge 
3. Guide pupils to reflect on the progress they have made and their emerging needs 
4. Demonstrate knowledge and understanding of how pupils learn and how this impacts 

on teaching 
5. Encourage pupils to take a responsible and conscientious attitude to their own work 

and study 

  

1.3.  Demonstrate good subject and curriculum knowledge 
1. Have a secure knowledge of the relevant subject(s) and curriculum areas, foster and 

maintain pupils’ interest in the subject and address misunderstandings 
2. Demonstrate a critical understanding of developments in the subject and curriculum 

areas, and promote the value of scholarship 
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Standard Met Working towards 

1.3 (cont’d)   
3. 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 

4. If teaching early reading, demonstrate a clear understanding of systematic synthetic 
phonics 

5. If teaching early mathematics, demonstrate a clear understanding of appropriate 
teaching strategies 

  

1.4.  Plan and teach well structured lessons 
1. Impart knowledge and develop understanding through effective use of lesson time 
2. Promote a love of learning and children’s intellectual curiosity 
3. Set homework and plan out-of-class activities to consolidate and extend the 

knowledge and understanding pupils have acquired 
4. Reflect systematically on the effectiveness of lessons and approaches to teaching 
5. Contribute to the design and provision of an engaging curriculum within the relevant 

subject area(s) 

  

1.5.  Adapt teaching to respond to the strengths and needs of all pupils 
1. Know when and how to differentiate appropriately, using approaches which enable 

pupils to be taught effectively 
2. Have a secure understanding of how a range of factors can inhibit pupils’ ability to 

learn and how best to overcome these 
3. Demonstrate an awareness of the physical, social and intellectual development of 

children, and know how to adapt teaching to support pupils’ education at different 
stages of development 

4. Have a clear understanding of the needs of all pupils, including those with special 
educational needs; those with high ability; those with English as an additional 
language; those with disabilities; and be able to use and evaluate distinctive teaching 
approaches to engage and support them 
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Standard Met Working towards 

1.6 .   Make accurate and productive use of assessment 
1.  Know and understand how to assess the relevant subject and curriculum areas, 

including statutory assessment requirements 
2.  Make use of formative and summative assessment to secure pupils’ progress 
3. Use relevant data to monitor progress, set targets, and plan subsequent lessons 
4. Give pupils regular feedback, both orally and through accurate marking, and 

encourage pupils to respond to the feedback 

  

1.7  Manage behaviour effectively to ensure a good and safe learning environment 
1. 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 

2. Have high expectations of behaviour, and establish a framework for discipline with a 
range of strategies, using praise, sanctions and rewards consistently and fairly 

3. Manage classes effectively, using approaches which are appropriate to pupils’ needs 
in order to involve and motivate them 

4. Maintain good relationships with pupils, exercise appropriate authority and act 
decisively where necessary 

  

 
1.8  Fulfil wider professional responsibilities 

1. Make a positive contribution to the wider life and ethos of the school 
2. Develop effective professional relationships with colleagues, knowing how and when 

to draw on advice and specialist support 
3. Deploy support staff effectively 
4. Take responsibility for improving teaching through appropriate professional 

development, responding to advice and feedback from colleagues 
5. Communicate effectively with parents with regard to pupils’ achievements and well-

being 
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Part 2   Personal and Professional Conduct 
The following statements define the behaviour and attitudes which set the required standard for conduct throughout a 
teacher’s career 

+** -** 

 
2.1 Teachers uphold public trust in the profession and maintain high standards of ethics and behaviour, within and 
outside school, by: 

1. Treating pupils with dignity, building relationships rooted in mutual respect, and at all times observing proper 
boundaries appropriate to a teacher’s professional position 

2. Having regard to the need to safeguard pupils’ well-being, in accordance with statutory provisions 
3. Showing tolerance of and respect for the rights of others 
4. 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 
5. Ensuring that personal beliefs are not expressed in ways which exploit pupils’ vulnerability or might lead them 

to break the law 
 
2.2 Teachers must have a proper and professional regard for the ethos, policies and practice of the school  

in which they teach, and maintain high standards in their own attendance and punctuality 
2.3 Teachers must have an understanding of, and always act within, the statutory frameworks which set  

     out their professional duties and responsibilities 

  

 

Preamble +** -** 

 Teachers make the education of their pupils their first concern, and are accountable for achieving the highest 
possible standards in work and conduct.  Teachers act with honesty and integrity; have strong subject 
knowledge; keep their knowledge and skills as teachers up-to-date and are self-critical; forge positive 
professional relationships; and work with parents in the best interests of their pupils 

  

 
** +   performance in line with expectations   -  performance may be below expectations 
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North Halifax Grammar School 

 
Appraisal Documents 
Academic Year 2015-2016 

 
 
Name 
 

 

 
Department(s) 
 

 

 
Job Title 
 

 

 
Appraiser 
 

 

 

Formal Appraisal Activities 

 
Activity 
 

 
Date 

 
Notes 

 
1st meeting 
 

  

 
2nd meeting 
 

  

 
Observation 
 

  

 
 
 

  

 
 
 

  

 
 
 

  

 
 
 

  

 
Final review 
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Objectives for the Academic Year 2015/16 

Objective 
(Must be specific, achievable, 
realistic and linked to quality 
improvement priorities) 

Planned activity and support Time 
Boundary 

How will objective be 
measured/assessed? 
(include reference to 
student outcomes) 

1 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

   

2 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

   

3 
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Objective Review Sheet 

Objective No……….. 

 
Date of 
Review 
 

 
Notes 

 
Actions Arising 

 
By (date 
and staff) 

 
 
 
 
 

   

 
 
 
 
 

   

 
 
 
 
 

   

 
 
 
 
 
 

   

 
 
 
 
 
 

   

 
Date 
 

 
Evaluation and explanation of extent to which objective has been met, partially met 
or not met 
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Teaching Group Data Review Sheet (RAG Rating and Notes) 

 
Group 
 

 
M1 

 
M2 

 
M3 

 
M4 or Mocks 

 
Exams 
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Additional Roles and Responsibilities 

 
Area 
 

 
Key Responsibilities 

 
Evidence and Evaluation of Effectiveness/Contribution 

 
 
 
 
 
 
Line 
Management  
 
 
 
 
 
 
 
 
 
 

  

 
 
 
 
 
 
Pastoral 
 
 
 
 
 
 
 
 
 
 

  

 
 
 
 
 
 
Extra- 
Curricular 
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Additional Information/Activity to be taken into Consideration 

 
Date 
 

 
Description 

 
Evidence/Evaluation 

 
Staff 
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Appraisal Statement 

(To be drafted by appraisee and moderated by appraiser.  In case of dispute, the appraiser’s 

wording will be final but the appraisee should note any disagreement in the comment box) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Pay Progression Recommendation (If applicable):                Yes [   ]               No [   ] 
 

 

Comment 
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Appraisal-The Role of Student Progress Tutor 

 

Name of Tutor 
 

Met Working Towards 
For the following reasons 

 

Well-organised and all tutor 
administration completed on time 
 
 

  

Progress of students in form monitored.  
Intervention strategies used.  
Information passed to YGL as 
appropriate. 
 
 

  

Good working relationships 
established.  Knows and is able to 
comment on attitude, well-being and 
wider interest of students. 
 
 

  

Comment 
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PROFESSIONAL SKILLS LEVEL DESCRIPTORS TO ACCOMPANY THE 3 PAY BAND STRUCTURE 
 
Name                                     Pay Point                      Date                              Self/School Assessment                                Page 1 
 

Professional 
Area 

Relevant 
Standards 

Band 1 
TEACHER 

Band 2 
ACCOMPLISHED TEACHER 

Band 3 
EXPERT TEACHER 

  M1                                   M2   M3 M4                                  M5  M6   U1                                 U2    U3 
PROFESSIONAL 
PRACTICE 

1.1(1);1.2(2,3,5) 
1.3 (1,3) 
1.4(1,2,3) 1.5 
all 
1.6 (1) 1.7 
(1,2,3) 
1.8 (3) 2.1 (2,4)  
Preamble 

Many – but not all – 
aspects of teaching 
over time are good 

  

 
 

All aspects of 
teaching over time are 
good 

  

 

Many aspects of 
teaching over time 
are outstanding 

  

 

PROFESSIONAL 
OUTCOMES 
 

1.1(2) 1.2(1,2,3) 
1.5(1) 1.6 (3,4) 
Preamble 

With appropriate 
additional support, 
most pupils 
progress in line with 
school expectations 

  

 

Most pupils progress 
in line with school 
expectations without 
additional support 

  

 

Significant numbers 
of pupils exceed 
school expectations 

  

 

PROFESSIONAL 
RELATIONSHIPS 

1.1(1) 1.6(4) 
1.7(4) 1.8(2,3,5) 
2.1 (1,3,4) 
Preamble 

Positive working 
relationships 
established with 
pupils, colleagues 
and parents 

  

 

These working 
relationships result in 
good progress by all 
groups of pupils and 
productive sharing of 
professional practice 
with others. 

  

 

Working 
relationships with 
colleagues are 
characterised by an 
enthusiastic 
commitment to 
helping them 
overcome 
professional 
challenges 
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PROFESSIONAL SKILLS LEVEL DESCRIPTORS TO ACCOMPANY THE 3 PAY BAND STRUCTURE 

 

 

Name                                     Pay Point                      Date                              Self/School Assessment                                Page 2 
 
 

Professional 
Area 

Relevant 
Standards 

Band 1 
TEACHER 

Band 2 
ACCOMPLISHED TEACHER 

Band 3 
EXPERT TEACHER 

  M1                                  M2   M3 M4                                  M5  M6   U1                                U2    U3 
PROFESSIONAL 
DEVELOPMENT 

1.2(4,5) 
1.3(1,2,4,5) 
1.4(5) 1.5(2,3,4) 
1.6(1) 1.8(4) 
2.1(2) 2.3 
Preamble 

Develops 
professional practice 
in line with advice 
from more 
experienced 
colleagues 

  

 

Takes a proactive role 
in identifying areas 
for professional 
development, 
accessing advice and 
adapting practice 

  

 

Proactively leads the 
professional 
development of 
others in a way 
which leads to 
improved outcomes 
for pupils 

  

 

PROFESSIONAL 
CONDUCT 
 

1.1(3) 1.7(1) 
1.8(1) 2.1(all) 
2.2 2.3 
Preamble 
 

Meets the standards 
for professional 
conduct set out in 
the Teachers’ 
Standards 

  

 

Meets the standards 
for professional 
conduct set out in 
the Teachers’ 
Standards 

  

 

Meets the standards 
for professional 
conduct set out in 
the Teachers’ 
Standards 
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Part B – Capability Procedure  
 

This procedure applies only to members of the teaching staff about whose performance there 
are serious concerns that the appraisal process has been unable to address. 
 
Staff falling within their probationary period will not normally be subject to the 
Academy’s capability procedures; however, the Academy reserves the right to invoke the 
capability procedure if they feel it necessary to do so.  In these cases the Academy’s full 
Appraisal & Capability Policy will be followed. 

 
At least five working days’ notice will be given of a formal capability meeting.  The notification 
will contain sufficient information about the concerns about performance and their possible 
consequences to enable the teacher to prepare to answer the case at the formal capability 
meeting.  It will also contain copies of any written evidence; the details of the time and place of 
the meeting; and will advise the teacher of their right to be accompanied by a companion who 
may be a colleague, a trade union official, or a trade union representative who has been 
certified by their union as being competent. 
  

Formal capability meeting  
 
This meeting is intended to establish the facts.  It will be conducted by the Chair of Governors 
(for Principal capability meetings) or Principal (for other teachers).  The meeting allows the 
teacher, accompanied by a companion if they wish, to respond to concerns about their 
performance and to make any relevant representations.  This may provide new information or a 
different context to the information/evidence already collected.   
 
The person conducting the meeting may conclude that there are insufficient grounds for 
pursuing the capability issue and that it would be more appropriate to continue to address the 
remaining concerns through the appraisal process.   In such cases, the capability procedure will 
come to an end.   The person conducting the meeting may also adjourn the meeting for 
example if they decide that further investigation is needed, or that more time is needed in which 
to consider any additional information. 

 
In other cases, the meeting will continue.  During the meeting, or any other meeting which could 
lead to a formal warning being issued, the person conducting the meeting will: 
  

 identify the professional shortcomings, for example which of the standards expected of 
teachers are not being met;  

 give clear guidance on the improved standard of performance needed to ensure that the 
teacher can be removed from 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); 

 explain any support that will be available to help the teacher improve their performance; 

 set out the timetable for improvement and explain how performance will be monitored and 
reviewed. The timetable will depend on the circumstances of the individual case but in 
straightforward cases will be 6 weeks. In more complex cases the period of time will be 
reasonable and proportionate, but not excessively long, and will provide sufficient opportunity 
for an improvement to take place 

 warn the teacher formally that failure to improve within the set period could lead to dismissal.  
In very serious cases, this warning could be a final written warning.    
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Notes will be taken of formal meetings 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  
 
A performance monitoring and review period will follow the formal capability meeting.    Formal 
monitoring, evaluation, guidance and support will continue during this period.   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  
 

As with formal capability meetings, at least five working days’ notice will be given and the 
notification will give details of the time and place of the meeting and will advise the teacher of 
their right to be accompanied by a companion who may be a colleague, a trade union official, or 
a trade union representative who has been certified by their union as being competent. 
 
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: 
 

 If some progress has been made and there is confidence that more is likely, it may be 
appropriate to extend the monitoring and review period; 

 If no, or insufficient improvement has been made during the monitoring and review period, 
the teacher will receive a final written warning. 

 
As before, notes will be taken of formal meetings and a copy sent to the member of staff. The 
final written warning will mirror any previous warnings that have been issued.   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. The 
member of staff will also be given 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 will be invited to a decision meeting.   
 

Decision meeting  
 
As with formal capability meetings and formal review meetings, at least five working days’ notice 
will be given and the notification will give details of the time and place of the meeting and will 
advise the teacher of their right to be accompanied by a companion who may be a colleague, a 
trade union official, or a trade union representative who has been certified by their union as 
being competent. 
 
If an acceptable standard of performance has been achieved during the further monitoring and 
review period, the capability procedure will end and the appraisal process will re-start.  If 
performance remains unsatisfactory, a decision will be made that the teacher should be 
dismissed or required to cease working at the school.1   
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Before the decision to dismiss is made, the school will discuss the matter with its HR adviser. 
 
The teacher 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  
 
 
The power to dismiss staff in this Academy has been delegated to the Principal or in the case of 
the Principal, the Principal’s Appraisal Panel will dismiss.  

Dismissal 
 
Once the decision to dismiss has been taken, the Principal (or in the case of the Principal, the 
Principal’s Appraisal Panel) will dismiss the teacher with notice.   
  
 

Appeal  

If a teacher 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 five days  of the decision, 
setting out at the same time the grounds for appeal.  Appeals will be heard without 
unreasonable delay and, where possible, at an agreed time and place. The same arrangements 
for notification and right to be accompanied by a companion will apply as with formal capability 
and review meetings and, as with other formal meetings, notes will be taken and a copy sent to 
the teacher.   

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 will be informed in writing of the results of the appeal hearing as soon as possible. 
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General Principles Underlying This policy 

 

ACAS Code of Practice on Disciplinary and Grievance Procedures  
Part B of the policy will be implemented in accordance with the provisions of the ACAS Code of 
Practice. 
  

Confidentiality  
The appraisal and capability processes will be treated with confidentiality.  However, the desire 
for confidentiality does not override the need for the Principal and governing Board to quality-
assure the operation and effectiveness of the appraisal system. Only the Principal and the 
Personnel Officer will have full access to staff appraisals. Members of the Leadership Group 
and members of the Governors’ Pay and Audit Committee will only see anonymised information. 
 

Consistency of Treatment and Fairness  
The Governing Board is committed to ensuring consistency of treatment and fairness and will 
abide by all relevant equality legislation. 

 

Definitions  
Unless indicated otherwise, all references to “teacher” include the Principal. 
 

Delegation  

Normal rules apply in respect of the delegation of functions by governing bodies, Principals and 
local authorities.   
 

Grievances  
Where a member of staff raises a grievance during the capability procedure the capability 
procedure may or may not be temporarily suspended in order to deal with the grievance.  
Where the grievance and capability cases are related it may be appropriate to deal with both 
issues concurrently. 
 

Sickness  
If long term sickness absence appears to have been triggered by the commencement of 
monitoring or a formal capability procedure, the case will be dealt with in accordance with the 
School’s Absence Policy and will be referred immediately to the occupational health service to 
assess the member of staff’s health and fitness for continued employment and the 
appropriateness or otherwise of continuing with monitoring or formal procedures.  In some 
cases, it may be appropriate for monitoring and/or formal procedures to continue during a 
period of sickness absence.  
  

Monitoring and Evaluation  
The governing Board and Principal will monitor the operation and effectiveness of the 
Academy’s appraisal arrangements. In this Academy the governing Board has delegated this 
function to the Pay and Audit Committee. 
 



 

41 
 

Retention  
The governing Board and Principal will ensure that all written appraisal records are retained in a 
secure place for six years and then destroyed.   


