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Professional Performance Review (Appraisal) 
Policy  
September 2023 

 Introduction 
 
This Policy applies to all employees of Spencer Academies Trust. Performance management principles for Spencer 
Academies Trust employees, executive and academy leadership including Principals are set out in the Trust Scheme 
of Delegation, which sits along with this document. The Principal is responsible for performance management 
within academies, including the appointment and training of appropriate and qualified staff to carry out the 
professional performance reviews. 

 
The Trust and its member academies are committed to promoting equality, diversity and inclusion in both 
employment and education provision. We aim to ensure all employees, within the Trust community are treated 
fairly, and with dignity and respect regardless of age, disability, gender reassignment, marital or civil partner status, 
pregnancy or maternity, race, colour, nationality, ethnic or national origin, religion or belief, sex or sexual 
orientation. 

 
Throughout this Policy, ‘Principal’ refers to the person outlined in the table of delegated authority as set out in the 
Trust Scheme of Delegation applicable at the date of adoption of this Policy.  The Principal or their appointed 
representative will be responsible for managing the procedures and will appoint appropriate Performance 
Management Reviewers.   
 
The Policy has been developed in line with the Education (School Teachers‟ Appraisal) (England) Regulations 2012 
(the Appraisal Regulations) in force at the date of adoption of the Policy.  Except where otherwise stated, the 
Spencer Academies Trust adheres to the Appraisal Regulations, with the intention of remaining compliant with all 
relevant legislation.  Where appropriate the policy needs to be read in conjunction with the SAT Capability Policy 
which can be found at http://satrust.com/policies-for-employees/ 
 
This Policy applies to all employees except those on contracts of less than one term, those undergoing induction 
(i.e. ECTs or employees subject to a probation period) and those who are subject to the Capability Policy  
 
Guidance on managing the procedures is available from the Directors of Primary and Secondary Education, the 
Director of Quality and Standards and the Trust HR Team.  

Purpose   
The Policy sets out the framework for a clear and consistent assessment of the overall professional performance of 
employees, and for supporting their development within the context of relevant documents including the Teachers 
Standards and other professional standards. Its purpose is to ensure a quality of education which supports all Trust 
schools on the journey to outstanding education provision; high-performance leadership for Trust academies, and 
to support high expectations from all SAT employees.  

http://satrust.com/policies-for-employees/
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Performance management is a supportive and developmental process designed to ensure that all employees have 
the skills and support to carry out their role effectively. It is designed to ensure that teachers and education support 
professionals are able to continue to improve their professional practice and to develop in their current and future 
role. Professional performance management of employees with a fixed term contract of less than one year will be 
in accordance with the principles underpinning this Policy. The length of the professional performance management 
review period on an individual basis will be determined by the duration of their contract. 

Timeline 
The performance management period runs for twelve months from 1st September to 31st August.  Review meetings 
are typically held in the autumn term and spring terms but could be done at any time throughout the year with pay 
decisions made for September    

Measurable Professional Performance Objectives 
All employees are entitled to measurable, clear and reasonable objectives appropriate to their employed role. 
Objectives will be set before, or as soon as practicable after, the start of each appraisal period.   Objectives will be 
specific, measurable, achievable, realistic and time-bound and appropriate to the role and level of experience.  All 
objectives should contribute to an individual’s professional development in relation to their current and future roles 
 
All employees will be set a minimum of three key performance objectives (with potential for more for those in 
leadership positions) which will promote improved outcomes for children and young people.  These will take 
account of the individual’s role and typically relate to the improvement of Academy/Trust objective and priorities 
in areas such as: 
 

▪ academic achievement  
▪ personal development 
▪ leadership effectiveness and capacity building  
▪ service delivery and efficiency  
▪ professional development  

 
Measurable Performance Objectives for Teachers will relate to:  

▪ The development of the curriculum  
▪ The improvement of pedagogical approaches  
▪ Accelerating the progress of groups  
▪ Researching and implementing best practice   

 

Objectives will reflect career stage expectations including those related to the upper pay range where whole school 
responsibilities are part of the criteria for teachers paid on this range, for example whole school responsibility such 
as mentoring or coaching or whole school policy development.   

Teachers with leadership responsibilities will have one or more objectives relating to driving measurable 
improvement in the areas for which they are accountable, commensurate with their pay range. Examples might 
include raising subject standards/improving the quality of the curriculum or its teaching; improving performance, 
attendance or behaviour of a year group, delivering outcome indicators for a key group such as SEND or 
disadvantaged pupils through a whole school role such as SENCO/pupil premium coordinator; improving levels of 
compliance and culture as DSL.  
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Appendix 3 of the SAT Pay Policy clarifies specific expectations for teachers who are on, or wishing to move to, the 
upper pay range. It indicates how The Spencer Academies Trust applies the criteria within The School Teachers Pay 
and Conditions Document (STPCD) for crossing the threshold onto the upper pay range (UPR), and maintaining this 
standard 

Measurable Performance Objectives for classroom-based Education support professionals will relate to:  

▪ The delivery of high-quality support to children and young people  
▪ Accelerating the progress of groups  
▪ Developing high quality resources  

 

Objectives for all other Education support professionals will relate specifically to improving the effectiveness with 
which they deliver their role in relation to Academy/Trust objectives  
 

Where possible, objectives will be agreed between the employee responsible for the performance management 
process, ‘the Reviewer,’ and the employee subject to performance management, ‘the Reviewee:’ however, where 
objectives cannot be agreed, the Reviewer will determine the objectives.   
 
Before, or as soon as practicable after the start of each performance review cycle, each employee will be informed 
of the standards against which their performance will be assessed, in line with their job description. This may include 
Teachers’ Standards, leadership frameworks or other professional standards and framework documents as 
appropriate.  

Gathering evidence of performance 
Evidence from a range of quality assurance processes is used to inform the performance management process and 
regular oversight. 

▪ For teachers, determination of teaching quality over time will involve evaluation of, a range of evidence including 
direct observation of teaching in lessons through learning walks and longer observations, work sampling, 
achievement data, student voice, feedback from classroom colleagues including QTS staff, and other outcomes.   

▪ For education support professionals the evidence used will depend on the employee’s role.  

The range and balance of activities used to gather evidence of performance will reflect each academy’s own quality 
assurance programme and the specific objectives set for an individual employee.   

 
Reviewers should ensure that the evidence reflects the ‘typical’ practice of the employee. In the case of teachers, 
this may be across groups and key stages, if appropriate to the performance management objective. The length and 
frequency of visits to lessons will vary depending on specific circumstances. How much notice an individual 
employee is given of a lesson observation should reflect the academy’s quality assurance processes. 
 
Employees with leadership and management responsibilities outside of the classroom should expect to have their 
discharge of those responsibilities observed and assessed through an appropriate range of activity.   
 
Employees supporting students in the classroom will be observed to assess performance.  Feedback from QTS staff 
may be considered to inform the review.  Other education support professionals may be observed by their line 
manager or other appropriate manager as applicable to their role. 
 
Additional evidence gathering activities, including lesson observations, may be scheduled at the discretion of the 
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Principal and may reflect specific concerns or themes for further observation, where evidence indicates that 
teachers are not consistently meeting the Teacher Standards. This forms part of the professional development focus 
and may result in additional coaching or improvement goals being set.  

Self-review 
All employees are expected to undertake self-review against the appropriate standards at designated points in the 
performance review cycle, preparing review documentation of performance against agreed objectives and any 
relevant performance frameworks. Evidence will be discussed during the review meeting and will be used to shape 
future objectives.  

Identifying performance concerns 
Where there are concerns about any aspects of performance the Reviewer will meet the Reviewee formally to give 
clear feedback about the nature and seriousness of the concerns and to give the Reviewee the opportunity to 
comment and discuss these. A formal documented support plan will be put in place and will include any support 
(eg. coaching, mentoring, structured observations) that will be provided to help address those specific concerns. 
The discussion should clearly indicate the standards of practice that the employee is required to demonstrate over 
the period of the support plan.  There should be a distinction between the person who is providing support and the 
person who is monitoring progress.  Wellbeing support will be available through the HR contact in school.  The 
Reviewee should have a clear understanding of the support in place and the expectation on them. 
 
The support plan will set out the ‘review period’, ordinarily between four and six weeks, during which progress will 
be monitored Progress will be reviewed at the end of this defined period with a view to determining whether a 
further period of support is needed, whether sufficient improvement has been demonstrated or whether there is a 
pressing need to move to consider formal capability procedures.   
 

• A template support plan and example of a coaching programme is available from the Trust HR Team    
 

When the Reviewer is satisfied that sufficient improvement has been made the appraisal process will continue as 
normal.  

Interim reviews 
Performance objectives for all employees will be subject to regular review; an interim review meeting will take place 
to check whether the individual is on track to meet their objectives and to identify whether additional informal 
support or monitoring is required to achieve these.  The interim review meeting may take place mid-way through 
the performance review cycle or at another appropriate point in the review cycle. Objectives may be revised where 
appropriate.  The interim review meeting must be recorded on the Professional Performance Review document. 

Annual performance management review 
The annual performance management review process culminates in the annual review meeting, ordinarily held in 
the autumn term. The Reviewee will provide the Reviewer with a self-evaluation report against the job description, 
objectives and any other relevant professional frameworks. 
 
This report will be completed as a result of this review, and includes:   

• details of the objectives for the appraisal period in question 

• an assessment of performance of the role and responsibilities against objectives, job description and any 
relevant professional frameworks or standards documents 
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• an assessment of training and development needs 

• identification of any action that should be taken to address training and development needs 

• recommendations on pay, where appropriate 
 
➢ Trust template performance review and interim review documents are available on the Google Drive.  

 

Recommended suitability for pay progression will be made by the Reviewer subject to the maximum of the 
employee’s pay range or grade, in accordance with the Trust Pay Policy.  For teachers, this will take into account 
performance as a teacher and as a responsibility holder. For ECTs, pay decisions will be made with reference to the 
statutory induction process.  For other employees, account will be taken of typicality and overall performance in 
role.  
 
For all employees, a ‘no progression’ determination may be made without recourse to the capability procedure. In 
ordinary circumstances this would be the case where the maximum of the pay range or grade has been reached. 
However, any employee subject to a support plan or formal capability procedures will not be awarded automatic 
performance pay progression.  See pay policy about how such cases are managed. 
 
The assessment of performance and of training and development informs the planning process for the following 
review period.  

Probation review  
For education support professionals a probationary period will be specified on appointment. Measurable 
performance objectives will be set on appointment and review meetings will take place throughout the 
probationary period. This performance review is independent of the normal professional performance review cycle.  
 
The probation review process is designed to identify additional development or support requirements and may lead 
to an extension of the probationary period to a maximum probationary period of 12 months in total, Once the line 
manager is satisfied that the employee meets the requirements of the role, they will recommend that the employee 
is confirmed in post and the normal professional performance management cycle is entered and formal measurable 
performance objectives agreed.  

Alternatively, where an employee fails to meet the requirements of the role satisfactorily, the line manager may 
recommend termination of the contract.   

Moving to the SAT Capability Policy 

 
Where an employee continues to fall below the level of competence expected of them, and a package of support 
has been put in place through this policy in the form of a formal documented support plan, the formal capability 
process will be invoked.  This will be in the case for those employees where serious concerns about performance 
have been registered and have not been remediated through the professional performance management process.    
http://satrust.com/policies-for-employees/ 
 
 

 

 

 

http://satrust.com/policies-for-employees/
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Approved by: Director of HR Date:  1st September 2023 

Last reviewed on: 1st September 2021 (update added September 22) 

Next review due by: 31st August 2025 
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