Guidance for the appraisal process

It is expected that SLT will meet with middle leader appraisers and complete their appraisal documents, then middle leader appraisers will with their appraisees.

In preparation for the initial appraisal/performance management meeting, it is recommended that:
· The member of staff comes with a review of, and any associated new evidence of, their previous year’s targets and teacher standards.
· The member of staff comes with their targets already written for this year to discuss.
· There are no hard and fast rules on how many targets should be set, but as a general rule of thumb, between one and three objectives should be set depending on the role and experience of the teacher.
· Where possible, target 1 should focus on improving performance in the classroom and should link to a whole school focus and CPD focus
· TLR Post Holders, Subject Leaders, Faculty Leaders and the Senior Leadership Team should set an objective, which reflect their wider responsibility. 
· Teachers paid on UPS should set an objective which facilitates impact on academy improvement beyond their own classroom. This is covered in the UPS section of the proforma.

Throughout the cycle it is expected that the document will be completed prior to a keep in touch meeting, after a piece of feedback or CPD session.
Responsibility for completion of the appraisal profile lies with the individual, however, in practice they will be a working document that will contributed to by both the apprasier and the appraisee. Student performance data will be supplied by the academy Data Manager, feedback from Work Scrutiny supplied by the Subject/Faculty Leader and the outcomes of Learning Walks populated by the individual.
Time will be given to teachers and leaders to complete appraisal profiles, outside of curriculum and PPA time.
The appraisal profile will be confidential to the appraise, the appraiser, members of staff in the line management chain directly above the appraise and the Teaching and Learning team. The Teaching and Learning team need access to the Self-Assessment in order to plan training. 


Guidance for appraisers

Keep in touch meetings should be collaborative and positive.   They should start with the appraisee talking through the evidence for each target and their next steps.  As the appraiser, you need to ratify the evidence.  If the perceived evidence does not support the appraisal targets then this should be made clear.  
If the appraisee is at risk of not meeting their targets, then the appraiser should do the following:

Guidance note: Conducting meeting where performance concerns are identified through appraisal process
Advise the member of staff that this meeting is held as part of the appraisal process.
Ensure the member of staff is provided with a copy of this policy.
Reinforce things the staff member does well.
Highlight clearly the specific areas of performance that are causing concern, and discuss the evidence of this (this should include evidence from appraisal process).
Ensure the member of staff has the opportunity to respond, provide reasons/explanation etc. for the performance shortfall.
Ask the staff member if there are any underlying issues that may impact on performance, e.g. health, issues outside work etc.
With areas of concern agree SMART targets that the teacher should work towards, agree what support the teacher feels would be beneficial and how performance will be monitored.  
A review period should be set and interim review meeting agreed within this period.  The length of this review period will be proportionate to the required improvements however it should not exceed six weeks.
Offer a mentor if appropriate (NB: this should be someone not involved in monitoring the staff member’s performance).
Advise the staff member that if performance doesn't meet the required standards within the review period it may result in concerns being addressed under the capability procedure.
Encourage the staff member to consult with their trade union for further support.

Guidance note: Conducting a review meeting where performance concerns have been identified through the appraisal process
Advise the staff member that this meeting is a review meeting held as part of the appraisal process.
The appraiser should present evidence regarding the staff member’s performance against the targets specified in the initial meeting.
The staff member should be asked for their opinion regarding their performance against the targets.
The staff member should be asked for their opinion on the support provided to date.
[bookmark: _GoBack]The principal should adjourn the meeting at this point to consider the evidence.
If 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.
If the appraiser is not satisfied with the level of progress made, the teacher will be notified in writing that their performance will now be managed under the capability procedure rather than appraisal.  This will trigger the commencement of formal capability procedure. 


Guidance for Middle leaders

Middle leaders may want to use the following information for reference and it may be of use when completing the appraisal profile throughout the cycle.
This Middle Leaders Standards framework is intended to encourage and support middle leaders’ reflection on their role and their successes.  It is not intended to be a document that you should necessarily complete, although you may choose to use it as a reflection tool.
The framework is based on Standards for Leadership and Management produced by the GTC for Scotland. 

1. Develop a range of strategies for individual and collective self-evaluation which contribute to academy improvement

	Professional characteristic - bold
Professional action

	1.1 Middle leaders foster an ethos to support self-evaluation and plan specific opportunities for this to take place by:
1.1.1 modelling good practice in personal self-evaluation;

1.1.2 promoting an open, honest and critical stance in examining practice, within their area of responsibility;

1.1.3 leading and influencing others to critically analyse and evaluate their own practice in relation to relevant policies and procedures.

	1.2 Middle leaders enable staff individually and collectively to engage in regular and rigorous self-evaluation by:
1.2.1 systematically using self-evaluation practices, gathering information from appropriate stakeholders and applying the information gathered to the planning of next steps and actions;

1.2.2 deriving and effectively using a range of self-evaluation processes and developing colleagues’ skills and confidence in using self-evaluation processes.


	1.3 Middle leaders use established systems to monitor progress of the team’s improvement agenda by:
1.3.1 undertaking regular and systematic review of progress towards the team’s priorities;

1.3.2 adopting a range of approaches to sustain and improve the work of the team.


	1.4 Middle leaders critically engage with literature, research and policy, in relation to all of the above by:
1.4.1 developing and using knowledge from literature, research and policy sources to support the process of self-evaluation for the enhancement of professional practice and decision making, within their areas of responsibility.




2. Develop coherent approaches to professional learning which build and sustain teachers’ practice

	2.1 Middle leaders work within school policies with regard to staffing and personnel issues by:

2.1.1 taking due account of academy policy, OAT and statutory guidance in human resource management.

	2.2. Middle leaders establish and use strategies to identify individual and team professional learning needs to support the school’s improvement agenda by:
2.2.1 taking responsibility for, and engaging actively in, ongoing professional learning to enhance their personal and professional skills and knowledge base;

2.2.2 promoting ambition and setting high expectations of professional learning for the team and ensuring opportunities which deliver this;

2.2.3 using coaching and mentoring skills to support the team’s CPD and PM processes;

2.2.4 ensuring that meaningful and rigorous CPD and professional reflection take place regularly and that outcomes contribute to professional practice.


	2.3 Middle leaders create coherent opportunities for collaborative development activities by:
2.3.1 creating opportunities for colleagues to take on leadership roles;

2.3.2 leading team participation in professional learning community processes;

2.3.3 build constructive relationships that foster commitment and collegiality;

2.3.4 using coaching and mentoring to support colleagues and build these skills to develop peer support.

	2.4 Middle leaders evaluate the impact of professional learning on teachers’ practice and understanding, in relation to outcomes for students by:
2.4.1 working with the team to critically reflect on individual and collective professional learning;

2.4.2 planning and evaluating professional learning provision directly on its intended impact on students’ learning, within their areas of responsibility;



	2.5 Middle leaders critically engage with literature, research and policy, in relation to all of the above by:
2.5.1 developing and using knowledge from literature, research and policy sources to support the processes of leading and developing staff and creating school cultures for the enhancement of practice and decision making, within their areas of responsibility.




3. Lead and work collaboratively to enhance teaching which leads to high quality learning experiences

	3.1 Middle leaders support the improvement of teaching and learning and set consistently high expectations for all in the school community by:
3.1.1 working with the team to identify and articulate a shared vision, values, ethos and aims in relation to 
teaching and learning;

3.1.2 set clear standards in their practice, in relation to the principles of inclusion, sustainability, equality and social justice;

3.1.3 model and develop, within and beyond their area of responsibility, a culture of mutual respect and accountability.

	3.2 Middle leaders work with teams to design coherent and progressive programmes which address learning needs by:
3.2.1 developing and delivering curricular, cross-curricular, intervention and enrichment programmes to ensure appropriate personalisation and choice for students; 

3.2.2 ensuring that students are included in decisions related to the development and planning of all learning 
programmes;


	3.3 Middle leaders establish and develop pedagogic practices to meet the learning and pastoral needs of all students by: 
3.3.1 modelling high quality teaching;

3.3.2 setting high expectations of the quality of teaching and learning across the team;

3.3.3 providing systematic opportunities to enhance and refresh teachers’ pedagogic practices, including 
assessment practices.


	3.4 Middle leaders use collaborative processes to monitor and review pedagogic practice, working across the team by:
3.4.1 implementing a range of peer learning approaches which enable the team to work collaboratively;

3.4.2 working regularly with individual teachers to review teaching and learning approaches in the classroom;

3.4.3 drawing upon self-evaluation activities to promote on-going review of pedagogy.


	3.5 Middle leaders systematically gather and use assessment feedback and students’ progress data to evaluate and plan future 
learning by: 
3.5.1 establishing processes for the systematic use of formative and summative assessment;

3.5.2 utilising established processes for the tracking and monitoring of individual learning and pastoral needs;

3.5.3 using assessment and progress data to inform and plan learning programmes. 

	3.6 Middle leaders critically engage with literature, research and policy in relation to all of the above by: 
3.6.1 engaging with educational literature, research and policy sources in leading and developing the curriculum, pedagogy and assessment practices, including taking account of international benchmarking to support the enhancement practice and decision making, within their areas of responsibility.








4. Build and sustain partnerships with colleagues, students, parents and other stakeholders to meet the identified needs of all students

	4.1 Middle leaders establish and use processes for the regular review of students in order to identify students’ needs by:
4.1.1 using appropriate diagnostic tools to review students progress;

4.1.2 communicate outcomes with all relevant partners;

4.1.3 ensuring planning and provision for learning is underpinned by the principles of equality and social justice.


	4.2 Middle leaders establish and enhance opportunities for students to contribute to the planning and enhancement of their own learning programmes by: 
4.2.1 ensuring opportunities for personalisation and choice;

4.2.2 providing opportunities for learners and teachers to plan and discuss learning strategies;

4.2.3 providing opportunities for learners to evaluate their learning and progress.


	4.3 Middle leaders build partnerships with parents and carers to support students’ needs by:

4.3.1 providing parents and carers with regular information about their child’s progress;

4.3.2 seeking regular opportunities to keep parents and carers informed about developments in the curriculum and t & l  approaches.


	4.4 Middle leaders work collaboratively with other professions and agencies to support the learning, pastoral and emotional needs of students by:
4.4.1 adhering to and implement child protection policies and procedures to ensure the well-being of all learners; 

4.4.2 recognising and encouraging the wide and diverse range of partnerships which contribute to the learning, pastoral and emotional needs of all students; 

4.4.3 ensuring appropriate information is shared with partners to inform decision making; 

4.4.4 drawing upon knowledge and expertise from other professional partners to enhance programmes for learners.


	4.5 Middle leaders critically engage with literature, research and policy in relation to the above by:

4.5.1 developing and using knowledge from literature, research and policy sources to support the processes of collaborative working for the enhancement of professional practice and decision making, within their areas of responsibility. 







5. Manage allocated resources proactively and effectively to meet learning and development priorities
	5.1 Middle leaders identify priorities within their area and allocate resources to achieve these by:

5.1.1 working with their teams to agree and deliver appropriate resourcing decisions; 

5.1.2 using data and evaluations of previous planning priorities and learning programmes to inform future resourcing decisions.


	5.2 Middle leaders set expectations and ensure resources are allocated and used in fair and effective ways by:
5.2.1 making best operational use of available resources to create, maintain and enhance an appropriate learning environment for effective teaching and learning and to support improvement; 

5.2.2 demonstrating transparent and equitable allocation of resources which takes account of identified need, within their areas of responsibility; 

5.2.3 fostering collective responsibility across the team for the sustainable, transparent, fair and effective use of resources.


	5.3 Middle leaders establish and use systems to monitor the use of resources within their areas of responsibility by:
5.3.1 ensuring efficient and effective use of resources to support the learning needs of all learners; 

5.3.2 giving due regard to health and safety legislation to ensure safety and welfare of all.


	[bookmark: _gjdgxs]5.4 Middle leaders critically engage with literature, research and policy texts by:
5.4.1 developing and using knowledge from literature, research and policy sources in the area of resource management to inform professional practice and decision making, within their areas of responsibility. 






