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WNA Vision: All children will achieve their full potential, with holistic support, whilst enjoying and driving their own lear ning, 

gaining self -respect, self-esteem and self - belief. Our classroom extends to rich, exciting environments within the forest, the beach, 

the city and the community as a whole.  
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Purpose:  

This policy sets out the framework for a clear and consistent assessment of the overall performance of 

staff, includ ing the headteacher, and for supporting their development within the context of the school's 

plan for improving educational provision and performance, and the standards expected of staff.   It also 

sets out the arrangements that will apply when teachers fa ll below the levels of competence that are 

expected of them.  

 

Application of the policy:  

The policy is in two separate sections with appendices.  

Part A of the policy, which covers appraisal, applies to the headteacher and to all staff employed by the 

school, 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 headteacher) about whose performance there are serious concerns that the appraisal process has 

been unable to address.  

 

Appendices 1 - 7 

 

Part A - Appraisal  

Appraisal in this school will be a supportive and developmental process designed to ensure that all staff 

have the skills and support they need to carry out their role effectively.  It will help to ensure that staff 

are able to continue to improv e their professional practice and to develop as practitioners.  

 

The Appraisal Period  

The appraisal period will run from September to 31 st August - an academic year. 

Staff who are employed on a fixed term contract of less than one year will have their perf ormance 

managed in accordance with the principles underpinning this policy. The length of the period will be 

determined by the duration of their contract.  

 

Appointing Appraisers  

The Headteacher will be appraised by the Governing Body, supported by a suita bly skilled and an 

experienced external adviser who has been appointed by the Governing Body for that purpose.  
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In this school the task of appraising the headteacher, including the setting of objectives, will be 

delegated to a sub -group consisting of two members of the Governing body.  The headteacher will 

decide who will appraise other staff.    

 

Setting Objectives  

The headteacher's objectives will be set by the Governing Body after consultation with the external 

adviser. 

 

Objectives for a period of a term for each member of staff will be set as soon as practicable after, the 

start of each appraisal period. Following completion of the Audit Tool 1 the objectives will be Specific, 

Measurable, Achievable, Realistic and Time-bound and will be appropriate t o the member of staff's role 

and level of experience according to the pay scale. The appraiser and appraisee will seek to agree the 

objectives but, if that is not possible, the appraiser will determine the objectives. Objectives may be 

revised if circumsta nces change. 

 

Three objectives will be reviewed termly:  

 

1. Teaching and Learning  

2. Achievement  

3. Leadership Development  

 

The objectives set for each member of staff will, contribute to the school's plans for improving the 

school's educational provision and per formance and improving the education of pupils at that school.   

 

All teachers will be assessed against the set of standards in "Teachers' Standards" published in July 2011. 

TAs will be assessed according to TA standards, School Business Manager according to School Business 

Manager standards and office staff, mid -day meals supervisors and cleaning staff according to criteria 

from job descriptions.   

 

Reviewing Performance:  

Observation  

Staff 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 school.  Classroom 

observation will be carried out by those with QTS. In a ddition to formal observation, h eadteacherŚs or 

other leaders with respo nsibility for teaching standards may "drop in" in order to evaluate the standards 
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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 dependi ng on specific 

circumstances. 

Teachers (including the headteacher) who have responsibilities outside the classroom should also expect 

to have their performance of those responsibilities observed and assessed.  

 

Development and Support:  

Appraisal is a suppor tive process which will be used to inform continuing professional development.  All 

staff share responsibility for improving their teaching through appropriate professional development.  

Professional development will be linked to school improvement priorit ies and to the ongoing 

professional development needs and priorities of individual staff.  

 

Feedback: 

Staff will receive constructive feedback on their performance each term and as soon as practicable after 

observation has taken place or other evidence has come to light.  Feedback will highlight particular 

areas of strength and improvement.   

 

Supportive Interventions:  

Where there are concerns about any aspects of performance these will be raised with the employee at 

the earliest opportunity. The objective is to provide support and guidance in such a way that the 

employee's performance improves and the pro blem is, therefore, resolved. Support will be offered as 

soon as possible without waiting for the formal annual assessment.  

 

The headteacher, or a member of the leadership team, will meet with the employee to:  

  

¶ Give clear feedback to the employee about t he nature and seriousness of the concerns  

 

¶ Give the employee the opportunity to comment on and discuss the concerns  

 

¶ Agree an action plan, (in consultation with the employee), (for example coaching, training, in -class 

support, mentoring, structured observ ations, visits to other classes or schools or discussions with 

colleagues), that will help address those specific concerns  

 

¶ Make clear how progress will be monitored and when it will be reviewed  
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¶ Explain the implications and process if no - or insufficie nt - improvement is made.  

 

The employee's progress will continue to be monitored as part of the appraisal process and a 

reasonable time given for the employee's performance to improve. This will depend upon the 

circumstances with appropriate support provi ded as agreed in the action plan. During this monitoring 

period the employee will be given regular feedback on progress and arrangements will be made to 

modify the support programme if appropriate.  

 

If sufficient progress is made such that the employee is  performing at a level that indicates there is no 

longer a possibility of capability procedures being invoked, they should be informed of this at a formal  

meeting with the appraiser or h eadteacher. Following this meeting the appraisal process will continue  as 

normal. If insufficient progress has been made, please refer to the transition to capability section below.  

 

 

Transition to Capability:  

If the appraiser is not satisfied with progress/improvements, the teacher will be notified in writing that 

the app raisal 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 member of staff's performance will be formally assessed in respect of each appraisal period.   In 

assessing the performance of the headteacher, the Governing Body must consult the external adviser.  

 

This assessment is the end point to the annual appraisal process, but performance and development 

priorities will be reviewed each term, usually at the same time as a lesson observation.  

 

The member of staff will receive as soon as practicable following the end of each appraisal period - and 

have the o pportunity to comment in writing on - a written appraisal report.  This will include:  

 

¶ Details of the staff member's objectives for the appraisal period (the previous academic year)  

¶ An assessment of the teacher's performance of  their role and responsibili ties against their objectives 

and the relevant standards for the previous academic year  

¶ An assessment of the teacher's professional development needs and identification of any action that 

should be taken to address them  
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¶ A recommendation on pay where that i s relevant (NB - pay recommendations need to be made by 

31st December for headteacherŚs and by 31st October for other teachers)  

 

The assessment of performance and of professional development needs will inform the planning process 

for the following appraisa l period.  

 

The Governors will ensure that written appraisal records are retained for 6 years and then destroyed.   

 

Part B - Capability Procedure:  

(For Teaching Staff only)  

 

This procedure applies only to teachers or headteacherŚs about whose performance there are serious 

concerns that the appraisal process h as been unable to address. The h eadteacher will confidentially 

inform the Chair of Governors that this process is taking place.  

 

At least five working days' notice will be given of the formal capabilit y 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 a formal capability meeting.  It will also contain 

copies of any wr itten 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 un ion as being competent.  

 

Formal Capability Meeting :  

This meeting is intended to establish the facts.  It will be conducted by the Chair of Governors (for 

headteacher capability meetings) or h eadteacher 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 informat ion. 
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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 standar ds 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  

¶ 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 

could be 6  weeks or half a term   

¶ Warn t he 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.  

 

Notes will be taken of formal meetings and a copy sent to the member of staff.  Where a warni ng 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.  

   

Monitori ng 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 staf f 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 da ys' 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:  
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¶ 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 wi ll be informed in writing that failure to achieve an acceptable standard of 

performance (within the set timescale), may result in dismissal and given information about the handling 

of the further monitoring and review period and the procedure and time limi ts 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 com petent.  

 

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 still 

requires improvement, a decision, or recom mendation to the Governing Body, will be made that the 

teacher should be dismissed or required to cease working at the school. 1   

 

Before the decision to dismiss is made, the school will discuss the matter with the Governing Body . 

 

The teacher will be info rmed 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 decide that members of staff should no longer wo rk at this school has been delegated to 

two Governors acting with the headteacher.  

                                                        
1   In Foundation Schools, Voluntary Aided Schools and Foundation Special Schools, the governing body is the employer but the power to dismiss 

can be delegated to the Headteacher, to one or more governors, or to one or more governors acting with the Headteacher.  In Community, 
Voluntary Controlled, Community Special, and Maintained Nursery schools, the power to determine that the member of staff should no longer 
work at the school can be delegated in the same way as above but it is the local authority (as the employer) that actually dismisses staff (or - 
for those who work in more than one school - requires them to cease to work at the school).  
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Dismissal:   

Once the  two Governors acting with the headteacher  have decided that the teacher should no longer 

work at the school, they will notify the DfE of their decision  and the reasons for it.  Where teachers work 

solely at this school, the DfE must dismiss them within fourteen days of the date of the notification. 

Where they  

work in more than one school, the local authority must require them to cease to work at this sc hool . 

 

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 fo rmal 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 i n the case.  The teacher will be informed in writing of the results of the 

appeal hearing as soon as possible.  

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 h eadteacher and governing body to quality -assure the 

operation and effectivenes s of the appraisal system. The h eadteacher or an appropriate colleague may 

review all teachers' objectives and written appraisal records personally, in order to check consistency of 

approach and expectation betw een different appraisers.  The h eadteacher will also wish to be aware of 

any pay recommendations that have been made.  

 

Consistency of Treatment and Fairness :  
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The Governing Body is committed to ensuring consistency of treatment a nd fairness and will abide by all 

relevant equality legislation.  

 

Definitions:  

Unless indicated otherwise, all references to "teacher" include the headteacher.  

 

Delegation:  

Normal rules apply in respect of the delegation of functions by governing bodies,  headteacherŚs and 

local authorities.   

 

Grievances:  

Where a member of staff raises a grievance during the capability procedure the capability procedure 

may 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 

procedur es to continue during a period of sickness absence.  

  

Monitoring and Evaluation:  

The governing body and headteacher will monitor the operation and effectiveness of the school's 

appraisal arrangements. 

 

 

Retention:  

The governing body and headteacher will  ensure that all written appraisal records are retained in a 

secure place for six years and then destroyed.   

 

Supporting documentation:  

Appendix 1 - Audit Tool  

Appendix 2 - Appraisal Termly Review 
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Appendix 3 - Lesson observation sheet  

Appendix 4 - Ofsted Teaching Criteria 

Appendix 5 - Teaching Standards 2012 

Appendix 6 - Teaching Assistant Audit Tool  

Appendix 7 - Lunchtime Ladies Audit Tool  
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APPENDIX 1 

AUDIT TOOL - Teachers to complete this each September  

CONFIDENTIAL - TEACHERS' STANDARDS AUDIT AND PROFESSIONAL DEVELOPMENT OBJECTIVE 

PLANNER 

 

 NAME ŏŏŏŏŏŏŏŏŏŏŏŏŏŏŏŏ   PAY POINTŏŏŏŏŏ..        

DATEŏŏŏŏŏŏŏŏŏŏŏŏŏŏŏŏ 

 1 - 5 point Scale  

1 = Needs Help  

5 = Very Confident  

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 a nd challenge pupils of all backgrounds, abilities and dispositions  

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

             of pupils  

 

 

1   2   3   4   5  

1   2   3   4   5  

1   2   3   4   5  

 

Comments 

 

 

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 knowledg e        

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  

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, de monstrate a clear understanding of systematic synthetic 

phonics 

 

1   2   3   4   5  

 

1   2   3   4   5  

 

1   2   3   4   5  

 

1   2   3   4   5  

1   2   3   4   5 
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5. If teaching early mathematics, demonstrate a clear understanding of appropriate teaching 

strategies 

 

Comments 

 

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   2   3   4   5  

1   2   3   4   5  

1   2   3   4   5  

 

1   2   3   4   5  

1   2   3   4   5  

 

Comments 

 

 

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 childre n, 

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 additi onal language; 

those with disabilities; and be able to use and evaluate distinctive teaching approaches to 

engage and support them  

 

 

1   2   3   4   5  

 

1   2   3   4   5  

 

1   2   3   4   5  

 

1   2   3   4   5  

 

Comments 
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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, sets targe ts , and plan subsequent lessons  

4. Give pupils regular feedback, both orally and through accurate marking, and encourage 

pupils to respond to the feedback  

 

 

1   2   3   4   5  

 

1   2   3   4   5  

1   2   3   4   5  

1   2   3   4   5  

 

Comments 

 

 

 

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  

 

1   2   3   4   5  

 

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   2   3   4   5  

 

1   2   3   4   5  

 

1   2   3   4   5  

 

Comments 

 

 

1.8. Fulfill 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  

 

 

1   2   3   4   5  

1   2   3   4   5  

 

1   2   3   4   5  

1   2   3   4   5  

 

1   2   3   4   5  

 

Comments 
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 1 - 5 point Scale  

1 = Needs Help  

5 = Very Confident  

1.1. 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 libert y 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  

 

1   2   3   4   5  

 

1   2   3   4   5  

1   2   3   4   5  

1   2   3   4   5  

 

1   2   3   4   5  

 

Comments 

 

 

1.2. 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  

 

1   2    3   4   5  

 

Comments 

 

 

1.3. Teachers must have an understanding of, and always act within, the statutory frameworks which set out 

their professional duties and responsibilities    

 

1   2   3   4   5  

 

Comments 

 

 

 

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  
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National Standards Audit - Initial Assessment 

Confidential  

Name Pay Point   Date   Self-

School Assessment 

Professional 

Area 

Relevant Standards M2 M4 M6 UPS 1 UPS 3 +  - Standards for 

Professional 

Dialogue 

 

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 

        

 

Professional 

Outcomes 

 

1.1(1); 1.2(1,2,3) 

1.5(1) 1.6(3,4) 

Preamble 

        

 

Professional 

Relationships 

1.1(1) 1.6(4) 

1.7(4) 1.8(2,3,5) 

2.1(1,3,4) 

Preamble 

        

 

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 

        

 

Professional 

Conduct 

1.1(3) 1.7(1) 

1.8(1) 2.1(all) 

2.2 2.3 

Preamble 

        

 

+ Performance may exceed career stage expectations - Performance may be below career 

stage expectations  

 

Will use this grid to highlight where staff are at each standard         Y = Autumn         G = 

Spring         P = Summer  
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APPENDIX 2 

 

Appraisal Termly Review  

 

Appraisal Objectives 2013  Action and progress to 

date  

Impact  Evaluation and Next 

Steps 

 ¶  ¶  ¶  

¶    

 

 

 



 

18 
 

Appraisal and Capability Policy and 

Process for all School Staff  

APPENDIX 3 

 

Lesson Observation Record  

 

        Formative Assessment (AfL)   

Quality of 

learning & 

progress  

Teacher 

expectations  

Pupils 

engagement

, enthusiasm 

and learning 

skills  

Subject 

knowledge  

Planning 

based on 

the needs of 

pupils 

(differentiati

on)  

Teaching 

and 

intervention 

strategies  

Teaching of 

Reading, 

Writing, 

Communicat

ion & Maths  

Learning 

obje ctives & 

success 

criteria  

Assessme

nt & 

questioni

ng within 

lesson 

Marking 

and 

feedback to 

pupils  

Use of 

resources, 

additional adults 

& the learning 

environment  

Relationshi

ps and 

behaviour  

Outstanding              

Good              

Requires 

Improvement  
            

Inadequate              
 

Teacher   Observer   Date  

Class  Subject   Overall Grade   
 

Contextual information  

No. of pupils in class   Number of adults in class   

Other contextual 

information e.g. No of 

SEN, EAL, G & T pupils  

 

I CAN STATEMENT: 
 

 

Feedback 

Overall strengths:  
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Areas for development (3 maximum):  

Specific follow up actions to secure improvement:  

Signed (Teacher):  

 
 

Date: 

Signed (Observer):  
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APPENDIX 4 - Ofsted Teaching Criteria  

 Inadequate  Requires Improvement  Good  Outstanding  

Quality of learning and 

progress 

Teacher expectations are 

inappropriate so pupils or 

groups of pupils make 

inadequate progress.  

Most pupils, and groups of 

pupils, make progress during 

the lesson that is broadly in 

line with their capabilities.  

Teaching secures good 

progress and learning.  

 

Teaching ensures almost all 

pupils make rapid and 

sustained progress.  

 

Teacher expectations Insufficient expectations and 

teaching fails to excite, 

enthuse, engage or motivate 

individuals  and particular 

groups of pupils.  

The teacher has expectations 

that enable most pupils to 

work hard and achieve 

satisfactorily and encourage 

them to make progress.  

The teacher has high 

expectations of all pupils.  

The teacher has consistently 

high expectati ons of all 

pupils. 

Pupil engagement,  

enthusiasm and learning 

skills 

Insufficient expectations and 

teaching fails to excite, 

enthuse, engage or motivate 

individuals  and particular 

groups of pupils.  

Pupils' lack of engagement 

and persistent low level 

disruption contribute more 

than occasionally to reduce 

learning and/or a disorderly 

classroom environment.  

The teaching strategies ensure 

that the individual needs of 

pupils are usually met  

ensuring pupils are generally 

engaged by and interested in 

their w ork and little time is 

wasted.  

Pupils generally work steadily 

and occasionally show high 

levels of enthusiasm and 

interest and show some level 

of independence.  

The teacher and other 

adults enthuse and 

motivate most pupils to 

participate.  Pupils are 

keen to do well, their 

good levels of 

engagement allow 

lessons to flow smoothly 

throughout so that 

disruption is unusual.  

Teaching generally 

promotes pupils' 

resilience, confidence 

and independence when 

tackling challenging 

activities. 

The teacher and other adul ts 

generate high levels of 

enthusiasm for, participation 

in and commitment to 

learning. 

Pupils show very high levels 

of engagement, courtesy, 

collaboration and 

cooperation .  

Teaching promotes pupils' 

high levels of resilience, 

confidence, and 

independence when they 

tackle challenging activities.  

Subject knowledge  The teacher's subject 

knowledge is not secure.  

The teacher's subject 

knowledge is secure.  

 

The teacher shows well 

developed subject 

knowledge  which 

enthuses and challenges 

most pupils and 

contributes to their good 

progress.  

The teacher has excellent 

subject knowledge,  which is 

applied consistently to 

challenge and inspire pupils.  

 

Planning based on the 

needs of the pupils 

(differentiation)  

Assessment takes too little 

account of the pupils' 

capabilities, prior learning or 

their understanding of tasks 

and so planning does not 

meet the needs of pupils and 

Due attention is often given 

to the careful assessm ent of 

pupils' learning but this is not 

always conducted rigorously 

enough and may result in 

some unnecessary repetition 

The teacher uses 

accurate assessment of 

pupils' prior skills, 

knowledge and 

understanding to plan 

The teacher's planning is 

astute and sets challenging 

tasks based on systematic, 

accurate assessment of 

pupils' prior skills, 
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there is insufficient 

differentiation.  

of work for pupils and tasks 

being planned and set that do 

not fully challenge.  

effectively and set 

challenging tasks. 

knowledge and 

understanding.  

Teaching and intervention 

strategies 

As a result of weak teaching, 

pupils or groups of pupils 

make inadequate progress  

There is some good teaching 

and there are no endemic 

inadequacies for particular 

groups of pupils.  

The teacher uses 

effective teaching 

strategies that , together 

with appropriately 

targeted support and 

intervention, matched 

most pupils' individual 

needs so that pupils 

learn well.  

Teacher uses well judged 

and often imaginative 

teaching strategies that, 

together with sharply 

focused and timely support 

and intervention, match 

individual needs accurately.  

Teaching of Reading, 

Writing, Communication 

and Mathematics (RWCM) 

across the curriculum.  

Pupils can not communicate, 

read, write or use mathematics 

as well as they should  

Communication skills, 

including reading and writing 

and mathematics are 

sometimes taught 

inconsistency across the 

curriculum. 

Pace is appropriate to meet 

the needs of the learners.  

The teaching of reading, 

writing, communication 

and mathematics is very 

efficient and well paced.  

The teacher consistency 

deepens pupils' 

knowledge and 

understanding and 

allows them to develop a 

range of skills, including 

communication, reading 

and writing and 

mathematics, across the 

curriculum. 

The teaching of reading, 

writing, communication and 

mathematics is highly 

effective across the 

curriculum. 

Time is used very well and 

every opportunity is taken to 

successfully develop crucial 

skills, including being able 

to use their literacy and 

numeracy skills in other 

subjects. 

Formative Assessment 

(AfL) - Learning objectives 

& success criteria  

Learning objectives are 

unclear or inappropriate so 

the pupils do not know what 

they are supposed to be 

learning. The lesson does not 

match the learning objectives.  

Learning objectives ar e 

appropriate but do not always 

link to previous learning. 

Success criteria are shared 

with pupils.  

Learning objectives are 

precise and clearly build 

on previous learning. The 

pupils are able to explain 

the learning objective 

and measure their 

progress against the 

success criteria. 

The learning objective is 

precise and meaningful 

linking to future and 

previous learning. Pupils are 

involved in breaking the 

learning objective down into 

success criteria and are able 

to assess their learning 

against these.  

Formative Assessment 

(AfL) - Assessment and 

questioning used within 

the lesson 

The teacher takes too little 

account of pupils' learning 

during the lesson. Learning 

activities are not sufficiently 

well matched to the needs of 

The teacher monitors pupils' 

work during lessons, picking 

up general misconceptions 

and adjusts their plans 

accordingly to support 

The teacher listens 

astutely to, carefully 

observes and skillfully 

questions g roups of 

pupils and individuals 

during lessons in order 

The teacher systematically 

and effectively checks pupils' 

understanding throughout 

lessons, anticipating where 

they may need to intervene 
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pupils so that they make 

inadequate  

learning. These adaptations 

are usually  

to reshape tasks and 

explanations to improve  

and doing so wit h notable 

impact on  

 progress. successful but occasionally are 

not timely or relevant and this 

slows learning for some 

pupils. 

learning. the quality of learning.  

Formative Assessment 

(AfL) - Marking and 

feedback to pupils  

Marking and oral feedback 

does not inform the pupils of 

their progress or how to 

improve. 

Pupils are informed about the 

progress they are making and 

how to improve further 

through marking and dialogue 

with adults that is timely and 

encouraging. This approach 

ensures that most pupils wan t 

to work hard and improve  

The teacher assesses 

pupils' progress 

accurately and discusses 

assessments with them 

so that pupils know how 

well they have done and 

what they need to do to 

improve. 

 

Marking and constructive 

feedback from the teacher 

and pupils are frequent and 

of a consistently high 

quality, leading to high 

levels of engagement and 

interest. 

Pupils understand in detail 

how to improve their work 

and are consistently 

supported in doing so.   

Use of resources, 

additional adults and the 

learning environment  

Other adults are not 

effectively deployed and so do 

not support pupils in making 

progress.  

Use of resources, including 

new technology are 

inadequate or inappropriate 

and do not support learning.  

The learning environment dos 

not scaffold learn ing 

The teacher carefully deploys 

any available additional 

support and this contributes 

reasonably well to the quality 

of learning for individuals and 

groups of pupils.  

Adequate use is made of a 

range of resources, including 

new technology, to support 

learning.  

Some use is made of the 

learning environment by the 

teachers and learners. 

Other adults' support is 

well focused and makes 

a significant contribution 

to the quality of 

learning.  

Good and creative use is 

made of resources, 

including new 

technology t o enhance 

learning.  

There is a supportive 

learning environment 

which is used by 

learners. 

 

The support provided by 

other adults is precisely 

targeted and makes a 

marked contribution to the 

quality of learning.  

Resources, including new 

technology, make a marked 

contribution to the quality 

of learning.  

There is a highly supportive 

learning environment which 

underpins the learning.  

Relationships and 

behaviour 

As significant minority of 

pupils show a lack of respect 

and tolerance for each other 

and staff and  

Pupils respond promptly to 

the teacher's direction and 

work cooperatively with each 

other.  

Pupils demonstrate 

positive attitudes 

towards adults, their 

learning and each other.  

Pupils make an exceptional 

contribution to a safe, 

positive learning 

environment. They have  
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 a lack of self discipline, 

resulting in poor behaviour.  

Relationships are less secure. 

Adults do not manage pupils 

and their behaviour sufficiently 

well so that poor behaviour 

and rudeness inhibit progress 

and time is wasted through 

persistent low -level disruption, 

excessive off-task chatter and 

a lack of attention.  

Major disruption to learning is 

not common.  

Relationships are secure. 

Adults generally manage 

pupils and their behaviour 

appropriately so that learning 

proceeds appropriately and 

time is not wasted. Pupils 

understand what is expected 

when asked to work on their 

own or in small groups and 

only gentle prompting is 

needed to maint ain discipline.  

Pupils, including those 

with identified behavioral 

difficulties, respond very 

well to the school's 

strategies for managing 

and improving 

behaviour, which are 

applied consistently.  

Disruptive incidents 

seldom occur.  

Pupils are typically 

considerate, respectful 

and courteous to staff 

and each other and 

consistently meet the 

school's expectations. 

Relationships are good 

and pupils' behaviour is 

managed well.  

excellent, enthusiastic 

attitudes to learning, 

enabling the lesson to 

proceed without  

interruption.  

Pupils re highly adept and 

managing their own 

behaviour supported by 

systematic, consistently 

applied approaches to 

behaviour management.  

Relationships are excellent.  

 

 

Note for observers: A řbest fit' approach should be adopted when making overall 

judgments of teaching in a lesson  
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APPENDIX 6 

 

AUDIT TOOL - Teaching Assistants to complete prior to Appraisal Meetings  

 

 NAME ŏŏŏŏŏŏŏŏŏŏŏŏŏŏŏŏŏŏŏŏŏŏ   PAY POINTŏŏŏŏŏ..        

DATEŏŏŏŏŏŏŏŏŏŏŏŏŏŏŏŏ 

 1 - 5 point Scale  

1 = Needs Help  

5 = Very Confident  

1.9. Set high expectations which inspire, motivate and challenge pupils                                                                                    

4. Establish an ethos mutual respect  

5. Set goals that stretch and challenge pupils of all backgrounds, abilitie s and 

dispositions  

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

expected of pupils  

 

 

1   2   3   4   5  

1   2   3   4   5  

1   2   3   4   5  

 

Comments 

 

 

1.10. Promote good progress and outcomes by pupils                    

6. Be accountable for pupils' attainment, progress and outcomes  

7. Develop activities to build on pupils' capabilities and prior knowledge  

8. Guide pupils to reflect on the progress they have made and their emerging needs  

9. Demonstrate knowledge and understanding of how  pupils learn and how this 

impacts on teaching and learning  

10. Encourage pupils to take a responsible and conscientious attitude to their own 

learning 

 

 

1   2   3   4   5  

1   2   3   4   5  

1   2   3   4   5  

1   2   3   4   5  

1   2   3   4   5  

 

Comments 

 

 

1.11. Demonstrate good curriculum knowledge        

6. Have a secure knowledge of curriculum areas and intervention programs to meet 

pupils' individual needs in your Phase  

7. Demonstrate an understanding of and take responsibility for promoting high 

standards of litera cy, articulacy and the correct use of standard English  

8. In teaching early reading, demonstrate a clear understanding of systematic 

synthetic phonics  

9. In teaching early mathematics, demonstrate a clear understanding of appropriate 

teaching strategies  

 

 

1   2   3   4   5  

 

1   2   3   4   5  

 

1   2   3   4   5  

 

1   2   3   4   5  
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Comments 

 

 

1.12. Teach well-structured activities with good learning                    

6. Impart knowledge and develop understanding through effective use of lesson 

time 

7. Promote a love of learning and children's intellectual curiosity  

8. Reflect systematically on the effectiveness of activities and share thoughts with 

your class teacher 

 

 

1   2   3   4   5  

1   2   3   4   5  

1   2   3   4   5  

 

Comments 

 

 

1.13. Adapt teaching to respond to the streng ths and needs of all pupils  

5. Know when and how to differentiate appropriately, using approaches which 

enable pupils to be taught effectively  

 

1   2   3   4   5  

 

6. Have an understanding of the factors which inhibit pupils' ability to learn and how 

best to overcome these  

7. Have a clear understanding of the needs of all pupils in your care 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 evaluat e 

distinctive teaching approaches to engage and support them  

8. Maintain clear and concise records and řAll about Me'  files for children in your 

care 

 

1   2   3   4   5  

 

1   2   3   4   5  

 

1   2   3   4   5  

 

Comments 

1.14. Make accurate and productive use of assessment 

5. Make use of formative and summative assessment to secure pupils' progress  

6. Give pupils regular feedback, both orally and through accurate marking, and 

encourage pupils to respond to the feedback  

 

 

1   2   3   4   5  

1   2   3   4   5  

 

Comments 

 

 

 

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

5. Have clear rules and routines for behaviour, take responsibility for promoting 

good and courteous behaviour both in classrooms and around the school, in 

accordance with the school 's behaviour policy  

 

1   2   3   4   5  

1   2   3   4   5  
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6. Have high expectations of behaviour, using praise, sanctions and rewards 

consistently and fairly.  

7. Maintain good relationships with pupils, exercise appropriate author ity and act 

decisively where necessary 

 

  1 - 5 point Scale  

1 = Needs Help  

5 = Very Confident  

1.4. All school staff uphold public trust in the profession and maintain high standards of ethics and 

behaviour, within and outside school, by:  

6. Treating pupils with dignity, building relationships rooted in mutual respect, and 

at all times observing proper boundaries  

 

 

1   2   3   4   5  

 

7. Having regard to the need to safeguard pupils' well -being, in accordance with 

statutory provisions  

8. Showing tolerance of and respect for the rights of others  

9. Not undermining fundamental British values, including democracy, the rule of law, 

individual liberty and  

1   2   3   4   5  

1   2   3   4   5  

1   2   3   4   5  

mutual respect, and tolerance of those with different faiths and beliefs  

10. Ensuring that personal beliefs are not expressed in ways which exploit pupils' 

vulnerability or might lead them to break the law  

 

 

1   2   3   4   5  

 

Comments 

 

 

1.5. All school staff 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  

 

1   2   3   4   5  

 

Comments 

 

 

1.6. All staff must have an understanding of, and always act within, the statutory frameworks which 

set out their professional duties and responsibilities    

 

1   2   3   4   5  

 

Comments 

 

 

1   2   3   4   5  

 

Comments 
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1.16. Fulfill wider professional responsibilities  

6. Make a positive contribution to the wider life and ethos of the school  

7. Develop effective professional relationships with colleagues, knowing  how and 

when to draw on advice and specialist support  

 

 

1   2   3   4   5  

1   2   3   4   5  

 

Comments 
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APPENDIX 7 

AUDIT TOOL - Mid -day Meals Supervisors to complete this prior to Appraisal Meetings  

 

 NAME ŏŏŏŏŏŏŏŏŏŏŏŏŏŏŏŏŏŏŏŏŏŏ   PAY POINT             

DATEŏŏŏŏŏŏŏŏŏŏŏŏŏŏŏŏ 

 1 - 5 point Scale  

1 = Needs Help  

5 = Very Confident  

1.17. Set high expectations which inspire, motivate and challenge pupils                                                                                    

7. Establish an ethos mutual respect  

8. Set goals that stretch and challenge pupils of all backgrounds, abilitie s and 

dispositions  

9. Demonstrate consistently the positive attitudes, values and behaviour which 

are expected of pupils  

 

 

1   2   3   4   5  

1   2   3   4   5  

1   2   3   4   5  

 

Comments 

  

 

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

8. Have clear rules and routines for behaviour, take responsibility for promoting good and 

courteous behaviour both in classrooms and around the school, in accordance with the 

school's behaviour policy  

9. Have high expectations of behaviour, using praise, sanctions and rewards 

consistently and fairly.  

10. Maintain good relationships with pupils, exercise appropriate authority and 

act decisively where necessary 

 

 

1   2   3   4   5  

1   2   3   4   5  

1   2   3   4   5  

 

Comments 
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1.19. Fulfill  wider professional responsibilities  

8. Make a positive contribution to the wider life and ethos of the school  

9. Develop effective professional relationships with colleagues, knowing how 

and when to draw on advice and specialist support  

 

 

1   2   3   4   5  

1   2   3   4   5  

 

Comments 

 

 

 

 

 

 1 - 5 point Scale  

1 = Needs Help  

5 = Very Confident  

1.7. All school staff uphold public trust in the profession and maintain high standards of ethics and 

behaviour, within and outside school, by:  

11. Treating pupils with dignity, building relationships rooted in mutual respect, and at all 

times observing proper boundaries  

12. Having regard to the need to safeguard pupils' well -being, in accordance with 

statutory provisions  

13. Showing tolerance of and respect  for the rights of others  

14. 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 

15. Ensuring that personal beliefs are not expressed in ways which exploit pupils' 

vulnerability or might lead them to break the law  

 

 

1   2   3   4   5  

 

1   2   3   4   5  

1   2   3   4   5  

1   2   3   4   5  

 

1   2   3   4   5  

 

 Comments 

 

 

1.8. All school staff 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  

 

1   2   3   4   5  

 

Comments 

1.9. All staff must have an understanding of, and always act within, the statutory frameworks which  set 

out their professional duties and responsibilities    

 

1   2   3   4   5  

Comments 

 

 


