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Rationale 
 

Appraisal at Meadowbrook is a thorough yet supportive and developmental process designed to ensure that all teachers have the 

skills and support they need to carry out their role effectively. It helps to ensure that teachers are able to continue to improve their 

professional practice and to develop as teachers. 

 

From 1st September 2013 Revised Regulations came into effect with regard to Teacher Standards, Teacher Appraisal and Teacher 

Capability. More recently, Teacher’s Pay and Conditions have also changed to a performance related pay structure, prompting 

Meadowbrook to review current arrangements and make necessary changes to ensure that meet the new Regulations. Please note 

appraisal applies to all teachers (where they are employed for one term or more) unless they are undergoing induction or the subject 

of capability procedures. Appraisal should not be confused with capability. Capability only applies to teachers about whose 

performance there are serious concerns that the appraisal process has been unable to address. 

 

Below are some of the key points related to Meadowbrook’s teacher appraisal process: 

 Performance Management will now be known as Appraisal (The Education (School Teachers’ Appraisal) (England) 

Regulations 2012). 

 Meadowbrook will have an annual formal appraisal process for teachers with more informal meetings in the Spring Term. 

 A written appraisal policy for teachers exists. The policy takes account of:  

1. NUT, ATL and NAHT joint appraisal policy 

2. NAHT model capability policy 

3. DfE optional teacher model appraisal and capability policy 

4. NASUWT model performance management policy 

 Teachers’ performance will be assessed every year against the relevant teacher standards, their objectives and their role in 

the school. Under the current arrangements, the standards are a “backdrop” to performance management discussions 

 Objectives set must contribute to improving the education of pupils and is related to the pay of all teaching staff. 

http://www.legislation.gov.uk/uksi/2012/115/contents/made
http://www.legislation.gov.uk/uksi/2012/115/contents/made
http://www.egfl.org.uk/categories/personnel/wd/develop/performance_management/teachersPM.html
http://www.egfl.org.uk/categories/personnel/wd/develop/performance_management/teachersPM.html
https://www.education.gov.uk/publications/standard/publicationDetail/Page1/DFE-00055-2012
http://www.nasuwt.org.uk/TrainingEventsandPublications/NASUWTPublications/Publications/PerformanceManagementforRepresentatives/index.htm
https://www.education.gov.uk/publications/standard/publicationDetail/Page1/DFE-00066-2011
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 Teachers will be given a written appraisal report which sets out, an assessment of their performance, an assessment of their 

training and development needs and where relevant, a recommendation on pay progression. 

 

The Director of Education has a duty to ensure the performance of teachers at school is managed and reviewed in accordance with 

the school policy and the Regulations. The management also review the policy annually.  

The Director of Education is responsible for the appraisal of other teachers but may delegate this duty to other appropriate teachers, 

usually those with management responsibilities.  

 

Non-Teaching or Support Staff Appraisal Notes  

The evaluation of non-teaching staff or Support Staff throughout the school is organised and run in exactly the same way as it is for 

those employing teaching roles. See Templates for Non-Teacher / Support roles.  

 

Appraisal Guidance Notes  

This guidance document sets out some of the key principles regarding appraisals including information and templates to support both 

those appraising others and those being appraised 

 

Context for Appraisal 

Appraisal is a thorough yet supportive and developmental process, which assists teachers in improving their performance by 

concentrating on key objectives. It must include open and honest discussion between the appraiser and the appraisee. If done well 

all staff should be better able to help pupils achieve their potential (directly or indirectly), as well as gaining personal job satisfaction 

and progressing in their careers.   
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With regard to appraisals there are three key partners:  

 the employee/appraisee - who should fully participate in the appraisal process, seek feedback and act upon it  

 the manager/appraiser - whose role is to guide and support, give feedback and help set development objectives which should 

improve the performance of both the employee and standards  

 the school - which should provide a system for employee development, a structure which affords opportunities and a culture 

which supports individuals' success 

 

A truly valuable appraisal is actually an agreed summary of what has been happening since the last appraisal and what both the 

employee and the appraiser wish to be the case by the time of the next appraisal, linked to the school priorities, relevant standards 

and job role/career progression.  

It is usual to talk about previously agreed objectives, and how well these have been met, and to explore and agree appropriate 

objectives for the next period, together with any development needs arising. As such, the appraisal process requires thorough 

preparation on the part of both appraiser and appraisee. Both need to be aware of statutory Regulations, teacher standards (where 

applicable) and the school’s agreed appraisal policy. Appraiser have been appropriately trained and have the necessary skills and 

knowledge concerning the appraisal process to carry out the appraisal in addition to being sensitive to, and address, any doubts, 

fears or anxieties that the appraise may have before the full appraisal discussion is broached. Wherever possible, the appraisal will 

be carried out by the employee's immediate manager, as they are the person most likely to have the greatest knowledge of the 

employee's performance and the requirements of their role.  

All staff should have a copy of their current job description, which should be used as the starting point for any appraisal process. It is 

good practice to review job descriptions annually so that it properly reflects what the post holder is expected to do.  
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The Appraisal Process 

The annual appraisal 

assessment/ review meeting  

End of previous cycle 

progress, assessing 

achievements, pay decisons  

The planning meeting 

Agreeing new objectives, assess 

against standards, agree evidence/ 

success criteria, work development 

plans/CPD 

Monitor and review progress 

throughout the year keeping 

professional dialogue ongoing and to 

include mid year review if applicable 
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Appraisal Steps 

Step 1: The arrangements 

Appraisal should be conducted in a setting that ensures privacy and allows sufficient time for a thorough discussion.  

 

Step 2: Preparation before the annual appraisal assessment/review and or planning meeting 

The appraisal pre-meeting forms (copies attached) should form the basis of the discussion between the appraiser and the appraisee  

together with the job description.  This will include: 

 successes/achievements over the last review period 

 progress towards objectives using appropriate evidence 

 performance against relevant teacher standards 

 any factors which have impacted on effectiveness including training/development over the last year 

 review of current job description  

 identification of future key areas for objectives linked to job role and experience 

 future training and development needs 

 any career goals/aspirations 

 

Step 3: Completing the review/planning meeting  

 Review of objectives and performance – note key accomplishments and factors that have hindered or helped achievements   

 Employee development – discuss the developmental progress since the last review and the training development 

opportunities that have occurred, it’s impact and future needs  

 Teacher standards (where applicable) – for the review teachers are assessed against the relevant teacher standards (as 

identified at the planning meeting). For new appraisal cycle either teachers agree the standards against which they will be 

assessed or that need developing (refer to policy) as part of new objectives. (Template attached to support self review of 

teacher in advance)  

 Non-Teaching staff are appraised according to the requirements of their role and the School’s person specification. 

 Objective setting – as part of the formal appraisal the appraiser and the appraisee will agree new/continuing objectives for 

the next review period linked to school priorities, job role and experience. These should be agreed and clearly defined so 

transparency about what success will look like, how progress will be measured and the evidence that will be used including 



Page 7 of 53 
Nov 2013 

 

classroom observations. These are completed on the school appraisal statement template (example copy attached). 

Additional notes/ comments - any other actions arising, including, where appropriate actions by the manager/appraiser to 

support appraisee 

 CPD/training and development needs – should be jointly identified and noted on the appraisal statement  

 

Setting Performance Objectives 

Objectives agreed as part of the appraisal meeting, need to be appropriately challenging, brief, easily understood and linked to 

improving the progress and well being of pupils at the school i.e. SMART. During the appraisal cycle both parties have a 

responsibility to ensure that what is agreed, is delivered and that there is on going professional dialogue throughout the year. 

 

SMART objectives are: 

 Specific ………be precise about what is going to be achieved? 

 Measurable…what evidence, data will you use and what impact will it have? 

 Achievable…are you attempting too much?  

 Realistic……….have you identified the support you will need? 

 Time bound…is there a clear date for completion  

Professional development and training (CPD) 

Enabling staff to develop to their full potential is a core part of the appraisal process and embraces a wide range of approaches 

Professional development should be linked to school improvement priorities and to the ongoing professional development of 

individuals, relevant to job role and experience. The school culture should encourage all teachers to take responsibility for improving 

their teaching though appropriate professional development.  

 

Step 4: After the review/planning meeting - completion of the documentation 

The appraiser should complete an appraisal statement and submit to the appraisee for them to sign/comment. The appraisee should 
sign and return to the appraiser ASAP. Appraisal reports should include: 

• details of the teachers objectives 
• assessment of the teacher’s performance, their role and responsibilities against the objectives and relevant standards 
• assessment of teacher’s training ad development and taken to address them 
• a recommendation for pay where relevant 
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Once signed the appraiser should pass a copy on to the Director of Education.The appraiser and appraisee should each retain a 
signed copy of the completed appraisal statement form and the CPD form. All documentation will be confidential and kept for a 
minimum of 6 years in the school and will be stored in the schools online Performance Management Portal, SchoolCentre.  

 
 
Monitoring - key functions 

The appraiser may monitor the appraisee’s performance through different methods including: 

 Classroom / work place observations  

 video and recordings of teaching 

 task observations for other standards 

 work scrutiny e.g. marking, assessments 

 discussions with the appraisee /discussions with colleagues / discussions with parents and/or other stakeholders 

 

Evidence from monitoring should always be shared with the appraisee during the year, so that there are ‘no surprises’ at the end of 
the cycle i.e. there should be ongoing professional dialogue.  
 

Mid year review – Spring Term 

 To check on progress against the agreed objectives 

 To check overall performance against the role and relevant professional standards 

 To ensure that development and support opportunities necessary to meet the performance/success criteria are provided 

 To discuss any issues arising during the year 

 To collect evidence in support of the final annual assessment/review, which may form part of a Professional Development   
      Portfolio 

 
There may be occasions when it is necessary to review what has been agreed in the appraisal statement during the cycle. For 

example, where the appraisee’s post and/or responsibilities have changed or if there have been difficulties in accessing agreed 

support or where the appraisee has been on maternity or long-term sickness absence. Where this is the case with the agreement of 

both parties, the objectives should be changed. 
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Feedback  

Feedback is a two way process and where constructive forms an essential element of appraisal and ongoing professional dialogue. 

Feedback can be defined as: 

 motivational feedback - identifies what is working well and has a positive impact in order to encourage continued high 

performance and positive behaviour 

 developmental feedback - highlights performance and behaviours, which have a negative impact, and encourages change 

 

The focus should be on facts and not personality. This ensures that feedback is specific, is understood, that examples are given and 

clarification provided if necessary.  This enables the appraiser and the appraisee to communicate in a positive, open way and that 

trust is developed. It is useful therefore if both the appraiser and the appraisee consider areas that have gone well in addition to 

challenges that have been faced before the meeting and make a note on the pre-review meeting form (see attached). Feedback 

should also be ongoing and not just confined to formal review. Combined with other management skills, it supports the resolution of 

performance problems in a timely and effective manner.  

 

Addressing Poor Performance 

The process the school will follow is clear in the appraisal policy. In short where concerns are raised there is the opportunity to put in 
place robust objectives with identified support for the employee to achieve as part of the appraisal process. The purpose is to create 
a course of action that will assist the employee in correcting the performance issue(s). A written document exists that outlines the 
performance issues(s), identifies next steps, support and/or training, states a reasonable timeframe for demonstrating improvement, 
and describes the consequences for successful or unsuccessful completion. If the appraiser is satisfied that the teacher has made or 
is making sufficient progress, appraisal will continue with remaining issues being addressed through appraisal. If after the set time 
sufficient progress has not been, the school should have a clear process in place to move from appraisal to capability.  The staff 
member will be notified in writing that the appraisal system will no longer apply and performance will be managed under the 
capability process. 
 

Confidentiality 

The whole appraisal and the statements/evidence generated under it should be treated with strict confidentiality. Information relating 

to CPD will be shared with the CPD Leader and in the event of an appeal information will be shared appropriately. The school retains 

written appraisal reports for a minimum period of 6 years. These are also held securely on SchoolCentre, the School’s online HR 

system. 
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General Diversity  

Appraisers must ensure that in the conduct of the appraisal process e.g. objective setting, performance review and development 

planning that the following are considered. 

 Fairness: need to be aware of the potential for unconscious discrimination and to avoid assumptions about individuals based 

on stereotypes 

 Consistency: all staff will receive the same entitlements. This will be continuously monitored through regular and routine 

quality assurance 

 Equality: all staff should be encouraged and supported to achieve their potential through agreeing objectives, undertaking 

development and having their performance assessed 

 Compliance with all the requirements of equalities legislation 

 A clear timetable for the appraisal progress 

 

A pre-appraisal self review forms should be completed by staff and shared during the appraisal. Notes from the meeting, will be 

written directly into the staff member’s SchoolCentre file - which they have confidential access to and are required to contribute to 

throughout the year.   
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CPD /  Training, Support and Professional Development Opportunities 
 

Training, development and support means more than attending an external course or receiving additional help from another person. 
This document can be used to identify the most appropriate training, development and support options to help meet identified needs 
for desired impact. Meadowbrook staff are expected to make use of and initiate CPD activities for their own betterment. 
Courses and conferences Involvement in a collaborative learning project 

Regular professional staff meetings Giving or receiving 360
o
 evaluations 

Staff training/INSET days Collaborative school self-evaluation procedures, e.g. Ofsted  

School visits Quality circles, think tanks 

Being observed Role play 

Observing others Testing hypotheses 

Action research SWOT analysis 

Work with an external consultant, adviser, other Preparing training days /INSET 

Team planning and review meetings Business/finance planning 

Team teaching Modelling/demonstrations 

Being involved in recruitment procedures Deputising/covering 

Reflection on critical incidents, key issues Job swap or rotation 

Coaching/peer coaching  Developing new ideas 

Mentoring Reflection time 

Critical friendship Leading or attending seminars 

Leading policy development Sharing what works 

Distance or online learning Team away-day 

Keeping a learning log, diary, portfolio Team-working 

Work shadowing Voluntary work activities outside school/college 

Pupil pursuit Internet access/research 

Award-bearing courses ICT training 

Writing papers, speaking at conferences Giving and receiving feedback 

Appraising others National external training 

The Learning Walk (triangulated peer evaluation) Networking 

Planning new materials or activities Peer group review 

Involvement in support networks Peer supervision 

Test or exam marking Collaborating 

Secondment, exchange or placement Involvement with SMT 

Action Research Completion of reflective journal weekly 
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                     Teaching Standards  - Guidance 
 

This should be used in advance of the appraisal meeting to identify standards already meeting and areas for development.  Where 

there are development needs this should form part of the discussion at appraisal and incorporated into the objectives, 

evidence/success criteria, training and support agreed. We recommend that this is used year on year (rather than starting a new one 

each year) unless an individual’s job changes significantly.  A copy of the teaching standards can be obtained from the DfE 

www.education.gov.uk 

 Part one: Teaching  

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 

 

Standard 

 

Exemplification 

Meet/ 

partially/ 

 not 

 

Notes/Evidence/ Dates 

1. A teacher must 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 

  

http://www.education.gov.uk/


Page 13 of 53 
Nov 2013 

 

 

Standard 

 

Exemplification 

Meet/ 

partially/ 

 not 

 

Notes/Evidence/ Dates 

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 

  

 

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 
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Standard 

 

Exemplification 

Meet/ 

partially/ 

 not 

 

Notes/Evidence/ Dates 

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 

 know and understand how to assess the relevant 

subject and curriculum areas, including statutory 

assessment requirements  

 make use of formative and summative assessment to 

  



Page 15 of 53 
Nov 2013 

 

 

Standard 

 

Exemplification 

Meet/ 

partially/ 

 not 

 

Notes/Evidence/ Dates 

assessment  

 

 

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  
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Standard 

 

Exemplification 

Meet/ 

partially/ 

 not 

 

Notes/Evidence/ Dates 

 

 

 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 

  

Standard 

Meet/ 

partially/ 

not 

 

Notes/Evidence/Dates 

A. 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.  

  

B. 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 

  

C. 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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Standards for TA / Support Staff – using professional standards for teachers as the basis for the 

organisation of the structure 

 

Relationships with children – Frameworks 
Standards that fit 

in with teaching 

standards C1,2 

Q1,2 

Demonstrate the positive values, attitudes and 
behaviour they expect from children and young people 
(HLTA standards) 

Meets / Partially Notes / Evidence 

Professional Attributes – Frameworks 
There are no 

specific HLTA 

standards, 

therefore use  

teaching assistant 

Standards that fit 

in with teaching 

standards C3, 

Q3 

Understand the roles and responsibilities of teachers 
and other adults in the school and how their support role 
relates to these (CWDC) 
 
Know the limits of their role, including when to refer 
issues or people on, and to whom (CWDC) 
 
Know their role and responsibilities in relation to 
statutory frameworks and policies which are relevant to 
their role and act within them (CWDC) 
 
Know, understand and comply with procedures relating 
to the safeguarding of children, confidentiality and 
health and safety. (CWDC) 
 
Understand why it is important to follow policies and 
procedures and know where to find such policies and 
procedures (CWDC) 

Meets / Partially Notes / Evidence 
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Professional Attributes - Communicating and working with others 
Standards 

that fit in 

with teaching 

standards  

C4-6,  Q4-6 

Communicate 
effectively and 
sensitively with 
children, 
colleagues, parents 
and carers (HLTA 
standards) 
 

 
 
 
 
 
Recognise and respect 
the contribution that 
colleagues, parents and 
carers can make to the 
development and well-
being of children (HLTA 
standards) 

 
 
 
 
 
 
 
 
 
 
Demonstrate a commitment to 
collaborative and cooperative working 
with colleagues (HLTA standards) 

Meets / 
Partially 

Notes / 
Evidence 

Professional Attributes - Personal professional development  
to link with 

teaching 

standards C7-9, 

Q7-9 

Improve own knowledge and practice 
including responding to advice and 
feedback (HLTA standards) 

Meets / Partially Notes / Evidence 

Professional Knowledge and Understanding -  Teaching and Learning 
to link with 

teaching 

standards C10, 

Q10 

Know how to contribute to effective personalised 
provision by taking practical account of diversity (HLTA 
standards) 
 
Have sufficient understanding of their area of expertise 
to support the development, learning and progress of 
children (HLTA standards) 
 
Advance learning when working with individuals, small 
groups or whole classes without the presence of the 
assigned teacher (HLTA standards)  

Meets / Partially Notes / Evidence 
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Professional Knowledge and Understanding -  Assessment and monitoring 
to link with 

teaching 

standards C11-14, 

Q11-13 

Support the evaluation of 
learners’ progress using a range 
of assessment techniques 
(HLTA standards) 

Meets / Partially Notes / Evidence 

Professional Knowledge and Understanding -  Subjects and curriculum 
to link with 

teaching 

standards C15,16, 

Q14,15 

Know how statutory and non-statutory frameworks for 
the school curriculum relate to the age and ability 
ranges of the learners they support (HLTA standards) 

Meets / Partially Notes / Evidence 

Professional Knowledge and Understanding -  Literacy, numeracy and ICT 
to link with 

teaching 

standards 

C17, Q16,17 

 

Have achieved a 
nationally recognised 
qualification at level 2 or 
above in English and 
maths (HLTA standards) 

 
 
 
Know how to use ICT to support 
their professional activities (HLTA 
standards)  
 
Use own ICT skills to advance 
learning (HLTA standards) 

Meets / Partially Notes / Evidence 
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Professional Knowledge and Understanding - Achievement and diversity 
to link with 

teaching 

standards C18-21, 

Q18-20 

 

Understand the key factors 
that affect children’s learning  
and progress (HLTA 
standards) 

 
 
 
Know how to support 
learners in accessing the 
curriculum, in accordance 
with the SEN code of 
practice and disabilities 
legislation (HLTA standards) 

Meets / Partially Notes / Evidence 

Professional Knowledge and Understanding -  Health and well-being 
to link with 

teaching 

standards C22-25, 

Q21 

 

Know how other frameworks, 
that support the development 
and well-being of children, 
impact upon their practice 
(HLTA standards)  

 
 
 
 
Monitor learners’ responses 
to activities and modify their 
approach accordingly 
(HLTA standards) 

Meets /Partially Notes / Evidence 

Professional skills – planning 
to link with 

teaching 

standards C26-28, 

Q22-24 

 

Use their area of expertise to 
contribute to the planning and 
preparation of learning 
activities (HLTA standards)  

 
 
 
Use their area of expertise 
to plan their role in learning 
activities (HLTA standards) 
 
Devise clearly structured 
activities that interest and 
motivate learners  and 
advance their learning 
(HLTA standards) 

Meets / Partially Notes / Evidence 
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Professional skills - teaching 
to link with 

teaching 

standards C29,30 

Q25 

 

Plan how they will support the inclusion of all children in 
the learning activities (HLTA standards) 
 
Contribute to the selection and preparation of resources 
suitable for children’s interests and abilities (HLTA 
standards) 
 
Understand the objectives, content and intended 
outcomes for the learning activities in which they are 
involved (HLTA standards) 

Meets / Partially Notes / Evidence 

Professional skills – Assessing, monitoring and giving feedback 
to link with 

teaching 

standards C31-34,  

Q26-28 

 

Contribute to maintaining 
and analysing records of 
learners’ progress (HLTA 
standards) 

 
 
Monitor learners’ progress in 
order to provide focussed 
support and feedback (HLTA 
standards) 

Meets / Partially Notes / Evidence 
 

Professional skills – Reviewing teaching and learning 
There are no 

specific HLTA 

standards, 

therefore use 

TA objectives 

to link with 

teaching 

standards  

C35,36  Q29 

Support the teacher in 
the evaluation of 
learning activities  
 
Monitor pupils 
response to learning in 
relation to targets or 
objectives set by the 
teacher and modify 
own approach 
accordingly  

 
 
 
 
 
 
 
 
show how your day-to-day 
work has been influenced by 
feedback from your colleagues 
or the children  

Meets / Partially Notes / Evidence 
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Professional skills – Learning environment 
to link with 

teaching 

standards C37-39,  

Q30,31 

 

Organise and manage learning 
activities in ways which keep 
the learner safe  

 
 
Use effective strategies to 
promote positive behaviour  

Meets / Partially Notes / Evidence 

Professional skills – Team working and collaboration 
to link with 

teaching 

standards C40,  

Q32,33 

 

Direct the work, where relevant, of other adults 
supporting learning  

Meets / Partially Notes / Evidence 
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Standards for Administration – using professional standards for teachers as the basis for the 

organisation of the structure 

Relationship with children and young people 

admin staff 
 
Standards 
that fit in with 
teaching 
standards 
C1,2 
Q1,2 

Recognise and respect 
differences between 
individuals and play their 
part in making the school 
more inclusive  
 
Be aware of, and 
sensitive to, factors that 
can affect pupils’ ability to 
think and learn  
 
Act to promote pupils’ 
safety and well being  
Show how you include 
people and act fairly  
Support and respect 
people’s differences in 
your day-to-day work  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Show how you promote  the 
principles and  values 
essential for working with 
children  
 
Reflect the values of the 
school and act as good role 
models through their conduct   
Know the service standards or 
codes of practice concerning 
principles and values relevant 
to your work  

Meets / Partially Notes/Evidence/Dates 



Page 25 of 53 
Nov 2013 

 

 

Professional Attributes – Frameworks 
admin staff 
 
Standards that fit 
in with teaching 
standards C3, 
Q3 

Know the limits of their role, including when to refer 
issues or people on, and to whom, and where to 
get help and support  
 
Know, understand and comply with procedures 
relating to confidentiality  
 
Know how to report, record and pass on 
information  
 
Understand why it is important to follow policies 
and procedures and know where to find such 
policies and procedures  
 
Act on procedures that relate to pupils’ safety and 
well being  

Meets / Partially Notes/Evidence/Dates 

 

Professional Attributes - Communicating and working with others 
admin staff 
 
Standards 
that fit in 
with 
teaching 
standards  
C4-6,  Q4-6 

Establish respectful, professional relationships with 
pupils and adults  
 
Maintain working relationships with colleagues  
 
Develop own effectiveness in a support role  
 
Know who you are accountable to and who is 
accountable to you (as appropriate) in your working 
environment  
 
Communicate with children in clear, jargon-free 
language, without patronising them  
 

Meets / Partially Notes/Evidence/Dates 
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Liaise effectively with parents, colleagues, professionals 
and agencies 

 
Professional Attributes - Personal professional development  
admin staff 
 
to link with 
teaching 
standards 
C7-9, Q7-9 

Work with 
manager, or other 
relevant person, to 
agree and follow a 
professional 
development plan  
 
Understand the 
importance of 
continued 
professional 
development  
 
Show how own 
day-to-day work 
has been 
influenced by 
feedback from 
colleagues or from 
children and 
families  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Know ways to 
improve own 
practice and take 
opportunities to do 
so  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Understand the 
opportunities for your 
career to progress and 
identify who can help you 
make the most of those 
opportunities.   

Meets / Partially Notes/Evidence/Dates 
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Professional Knowledge and Understanding -  Teaching and Learning 
admin staff 
to link with 
teaching 
standards C10, 
Q10 

Respond appropriately to what children are 
communicating to you  
 

Meets / Partially Notes/Evidence/Dates 

 

Professional Knowledge and Understanding -  Assessment and monitoring 
admin staff 
to link with 
teaching 
standards C11-
14, Q11-13 

Assist with data entry 
regarding outcomes of 
statutory tests etc 
 
Maintain records on 
ParentMail / Classroom 
Monitor / School Centre 
produce reports from that data 
 
Collate and input census data 
Maintain electronic registers 
and interrogate them as 
needed 

 
 
 
 
 
 
 
 
 
 
 
 
Collect and input pupil 
data 

Meets / Partially Notes/Evidence/Dates 

 

Professional Knowledge and Understanding -  Subjects and curriculum 
admin staff 
to link with 
teaching 
standards 
C15,16, 
Q14,15 

Use computer and other 
hardware efficiently to 
access, retrieve and 
exchange relevant 
information of different 
types  
 
Use IT to exchange 

 
 
 
 
 
 
 
 

Meets / Partially Notes/Evidence/Dates 
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information   
 
Use specialist or 
bespoke software  
 
Control practices for 
handling payments   

 
 
 
 
 
 
 
Be involved in organising and 
maintaining curriculum 
resources 
 
Procure products and 
services  

 
 

Professional Knowledge and Understanding -  Literacy, numeracy and ICT 
admin staff 
to link with 
teaching 
standards 
C17, Q16,17 
 

Keep up to date with operation of 
photocopiers and other Office technology.  
 
Ensure refill stocks maintained. 
 
Maintain filing systems – electronic and paper 
 
Make sure own first aid certificate and that of 
the other staff 

Meets / Partially Notes/Evidence/Dates 
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Professional Knowledge and Understanding -  Achievement and diversity 
admin staff 
to link with 
teaching 
standards C18-
21, Q18-20 
 

Know and respond 
sensitively to 
factors that can 
affect the way 
pupils learn  

 
 
 
 
Understand the roles 
and responsibilities of 
teachers and others 
who work with pupils 
and how their support 
role relates to these  
 
Report any concerns 
about pupils to 
relevant staff 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Recognise when 
pupils are in danger of 
risk or harm, take 
action to protect them 
and report any 
concerns to relevant 
staff  
 

Meets / Partially Notes/Evidence/Dates 
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Professional Knowledge and Understanding -  Health and well-being 
admin staff 
to link with 
teaching 
standards 
C22-25, Q21 
 

Understand 
other agencies’ 
roles and 
responsibilities 
in keeping 
children safe 
from harm  
 
Manage the 
cleaning staff 
and support the 
site manager in 
liaising and 
evaluating  
cleaning team 

 
 
 
 
 
 
 
 
 
 
 
 
 
Know when 
and how to 
refer a concern 
you have about 
child protection  
report any 
concerns about 
pupils to 
relevant staff  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Be able to 
recognise 
when pupils 
are in danger 
of risk or 
harm and 
know what 
actions to 
take to protect 
them  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Understand the 
important 
developmental 
needs of children 
you work with  

Meets / Partially Notes/Evidence/Dates 
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Professional skills – planning 
admin staff 
to link with 
teaching 
standards C26-
28, Q22-24 

Provide leadership in own area of 
responsibility   

Meets / Partially Notes/Evidence/Dates 

 
 

Professional skills - teaching 
admin staff 
to link with 
teaching 
standards C29,30 
Q25 
 

Support the teaching of teachers so that they can 
focus on creating and delivering well-organised, 
engaging and motivating lessons. 

Meets / Partially Notes/Evidence/Dates 

 

Professional skills – Assessing, monitoring and giving feedback 
admin staff 
to link with 
teaching 
standards C31-
34,  Q26-28 
 

Support teachers in the 
recording and updating of 
assessment data. 

Meets / Partially Notes/Evidence/Dates 

 
 

Professional skills – Reviewing teaching and learning 
admin staff 
to link with 
teaching 
standards C35,36  
Q29 
 

Support the DofE and staff in the evaluation 
procedures designed to improve teaching 
throughout the school. 

Meets / Partially Notes/Evidence/Dates 
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Professional skills – Learning environment 
admin staff 
to link with 
teaching 
standards C37-
39,  Q30,31 
 

Prepare and maintain a safe 
environment  
 
Maintain a tidy and welcoming 
reception area 
 
Encourage children’s positive 
behaviour  

Meets / Partially Notes/Evidence/Dates 

 
 

Professional skills – Team working and collaboration 
admin staff 
to link with 
teaching 
standards 
C40,  Q32,33 
 

Know the principles of 
effective teamwork  
 
Show you are well-
organised, reliable and 
dependable in your 
work  
 
Aim for Office team to 
answer 90% of 
incoming calls within 6 
rings 

 
 
 
 
 
 
 
 
 
 
 
Know the staff support or 
supervision arrangements 
available to you  

Meets / Partially Notes/Evidence/Dates 
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Standards for Site Managers – using professional standards for teachers as the basis for the organisation 

of the structure 

 

Relationships with children and young people 
site manager 
 
Standards 
that fit in with 
teaching 
standards 
C1,2 
Q1,2 

Communicate effectively with children  
Understanding potential barriers to 
communication and working to overcome 
them  
 
Be able to recognise when pupils are in 
danger of risk or harm and take action to 
protect them  
 
Recognise and respect differences 
between individuals and play their part in 
making the school more inclusive  
 
Be aware of, and sensitive to, factors that 
can affect pupils’ ability to think and learn  
 
Act to promote pupils’ safety and well 
being  
Show how you include people and act 
fairly  
Support and respect people’s differences 
in your day-to-day work  

Meets / Partially Notes/Evidence/Dates 

 
Professional Attributes - Frameworks 
site manager 
 
Standards that fit 
in with teaching 
standards C3, 

Understand why it is important to follow 
policies and procedures and know where to 
find such policies and procedures  
 
Know the limits of their role, including when 

Meets / Partially Notes/Evidence/Dates 
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Q3 to refer issues or people on, and to whom, 
and where to get help and support  
 
Know, understand and comply with 
procedures relating to confidentiality  
 
Know how to report, record and pass on 
information  
 
Act on procedures that relate to pupils’ 
safety and well being  
Know and act within relevant laws, policies 
and procedures 
 

 

Professional Attributes - Communicating and working with others 

site 
manager 
 
Standards 
that fit in 
with 
teaching 
standards  
C4-6,  Q4-6 

Establish respectful, professional relationships 
with pupils and adults  
 
Communicate with children in clear, jargon-free 
language, without patronising them  
 
Understand why children might behave in 
unexpected ways  
Know own role and the aims of own work  
Work with your manager, or other relevant 
person, to agree and follow a professional 
development plan 

Meets / Partially Notes/Evidence/Dates 
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Professional Attributes - Personal professional development  
site manager 
 
to link with 
teaching 
standards 
C7-9, Q7-9 

Work with manager, or other relevant person, to 
agree and follow a professional development 
plan  
 
Show how own day-to-day work has been 
influenced by feedback from colleagues or from 
children and families  
 
Understand the importance of continued 
professional development  
 
Know ways to improve own practice and take 
opportunities to do so  
 
Understand the opportunities for your career to 
progress and identify who can help you make 
the most of those opportunities.   

Meets / Partially Notes/Evidence/Dates 

 

Professional Knowledge and Understanding -  Teaching and Learning 
site manager 
 
to link with 
teaching 
standards C10, 
Q10 

Respond appropriately to what children are 
communicating to you 
 
Contribute to the wellbeing and safeguarding 
of pupils  
 
 

Meets / Partially Notes/Evidence/Dates 

 

Professional Knowledge and Understanding -  Assessment and monitoring 
site manager 
to link with 
teaching 
standards C11-
14, Q11-13 

Maintain and monitor site security  
 
Help the administrator to assess performance of 
cleaning team – rectify any issues arising from 
ongoing assessment of cleaners’ competence 

Meets / Partially Notes/Evidence/Dates 
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Professional Knowledge and Understanding -  Subjects and curriculum 
site manager 
to link with 
teaching 
standards 
C15,16, Q14,15 

Have an awareness of what contributes towards a 
safe environment for the children you work with  

Meets / Partially Notes/Evidence/Dates 

 

Professional Knowledge and Understanding -  Literacy, numeracy and ICT 
site manager 
to link with 
teaching 
standards C17, 
Q16,17 
 

Use literacy skills to ensure safe use of cleaning 
materials as per manufacturers’ instructions 

Meets / Partially Notes/Evidence/Dates 

 

 
Professional Knowledge and Understanding -  Achievement and diversity 
site manager 
 
to link with 
teaching 
standards C18-
21, Q18-20 
 

Know and respond 
sensitively to factors that 
can affect the way pupils 
learn  

 
 
 
Recognise when pupils 
are in danger of risk or 
harm, take action to 
protect them and report 
any concerns to relevant 
staff  

Meets / Partially Notes/Evidence/Dates 
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Professional Knowledge and Understanding -  Health and well-being 
site manager 
to link with 
teaching 
standards C22-
25, Q21 
 

Understand other 
agencies’ roles and 
responsibilities in keeping 
children safe from harm  

 
 
 
Know when and how to 
refer a concern you have 
about child protection  

Meets / Partially Notes/Evidence/Dates 

 

Professional skills – planning 
site manager 
to link with 
teaching 
standards C26-
28, Q22-24 
 

Along with the Administrator, plan 
and follow an induction programme 
for new cleaning staff 

Meets / Partially Notes/Evidence/Dates 

 
 

Professional skills - teaching 
site manager 
to link with 
teaching 
standards C29,30 
Q25 
 

Support the administrator by helping to manage 
any training cleaning staff need, both for doing 
actual cleaning and health and safety issues 

Meets / Partially Notes/Evidence/Dates 

 

Professional skills – Assessing, monitoring and giving feedback 
site manager 
to link with 
teaching 
standards C31-
34,  Q26-28 
 

Along with the 
administrator, give 
cleaners feedback on their 
work and targets for 
improvement if needed 

Meets / Partially Notes/Evidence/Dates 
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Professional skills – Reviewing teaching and learning 
site manager 
to link with 
teaching 
standards C35,36  
Q29 
 

Along with the administrator, review induction and 
training procedures for cleaners and revise in light 
of experience 

Meets / Partially Notes/Evidence/Dates 

 

Professional skills – Learning environment 
site manager 
 
to link with 
teaching 
standards C37-
39,  Q30,31 
 

Prepare and maintain a safe 
environment  
Encourage children’s positive 
behaviour  

 
 
Know how to apply risk 
assessment procedures in 
your work environment  

Meets / Partially Notes/Evidence/Dates 

 

Professional skills – Team working and collaboration 
site manager 
to link with 
teaching 
standards 
C40,  Q32,33 
 

Know the principles of 
effective teamwork  
Show you are well-
organised, reliable and 
dependable in your work  

 
 
 
 
 
Know the staff support or 
supervision arrangements 
available to you  

Meets / Partially Notes/Evidence/Dates 
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Teachers Self-Review  

This can be used as an aide memoire to help you prepare for your appraisal meeting. It should be used as appropriate for you. I.e. 

All areas may not be relevant. You should also self-review against the teacher standards  

What have your successes been over the past year in 
relation to the following (as appropriate to role/impact 

and current objectives): 

 
Notes/Evidence/Dates 

Pupils? 
- standards/attainment 
- progress  
- behaviour / attitude 
- attendance 
- contributions 
- completion of all relevant online/hard copy documents 

relating to pupils 

 

Curriculum development? 
- developed / improved resources  
- increased personal knowledge 
- use of assessment procedures 
- professional use of ICT skills 
- contribution to wider curriculum e.g. clubs, educational 

talks etc. 

 

Support for wider aspects of school life? 
- more efficient systems/processes introduced 
- contributed to policy development 
- member of a working/project group? 

 

Support for other staff/ team members and impact? 
- shared new knowledge or skills 
- built significant relationships 
- mentored/coached a colleagues 

 

What learning or development opportunities have you  
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What have your successes been over the past year in 
relation to the following (as appropriate to role/impact 

and current objectives): 

 
Notes/Evidence/Dates 

experienced and initiated over the year and the impact?  
- professional learning courses/networks/events 
- shadowing colleagues 
- peer reviews 
- learning from observation 
- reading / internet research 

How has your successes this year impacted on the way 
you work or what you have achieved in relation to: 

 the pupils?  
- pupil progress;  
- pupil behaviour / attitude;  
- pupil attendance;  
- pupil contributions 

 the curriculum?  
- developed / improved resources;  
- increased personal knowledge; 
- use of assessment procedures;  
- use of ICT skills;  
- contribution to wider curriculum  

 the school?  
- More efficient systems introduced;  
- contributed to policy development;  
- member of a project group? 

 the team?  
- shared new knowledge or skills;  
- built relationships 

 

What areas do you feel you need to focus on in the 
coming year (and what support/professional learning 
do you need)? 

 Pupils? 
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What have your successes been over the past year in 
relation to the following (as appropriate to role/impact 

and current objectives): 

 
Notes/Evidence/Dates 

 Curriculum? 

 School? 

 Team? 

 Personal development? 

 School development? 
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Teaching Assistants and In-Class Support Staff  Self-Review 

Name of Teaching Assistant / Staff Member…………………………………………………. 

Staff appraisal is a tool to ensure that you are assisted in achieving and maintaining a high standard when carrying out your role 

within a school environment, whilst raising pupil achievement. 

Achievements during the year (or since previous appraisal) – what do you think you have done well? 

 

 

 

 

 

How do you think you have contributed to raising pupil achievement? 

 

 

 

 

 

Performance as a whole: how do you think you have contributed effectively to school performance? 
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Any problems which you feel affect/have affected your work performance 

 

 

 

 

Are there any new or changing expectations to your role/job since previous appraisal? 

 

 

 

 

 

 

In service training/staff development you have attended since last appraisal / evidence of CPD (use table) 
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Are there any future in service training opportunities for the coming year which you feel would help you in your role? 

 

 

 

Personal development – are there any ways you would like to develop your present role? 

 

 

 

 

 

Signature of Appraiser: ……………………………………………………………   Date: ……..………….. 

Signature of Appraisee: …………………………………………………………….  Date: …………………. 
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Standards for Headteachers – Guidance  

 
The core purpose of the headteacher / Director of Education  is to provide professional leadership and management for Meadowbrook. This promotes a 
secure foundation from which to achieve high standards in all areas of the school’s work. To gain this success a headteacher must establish high quality 
education by effectively managing teaching and learning and using personalised learning to realise the potential of all pupils. Headteachers must establish a 
culture that promotes excellence, equality and high expectations of all pupils.  
 
The headteacher is the leading professional in the school. Accountable to the proprietor or governing body, the headteacher provides vision, leadership and 
direction for the school and ensures that it is managed and organised to meet its aims and targets. The headteacher, working with others, is responsible for 
evaluating the school’s performance to identify the priorities for continuous improvement and raising standards; ensuring equality of opportunity for all; 
developing policies and practices; ensuring that resources are efficiently and effectively used to achieve the school’s aims and objectives and for the day-to-
day management, organisation and administration of the school.  
 
Where appropriate, the headteacher, working with and through others, secures the commitment of the wider community to the school by developing and 
maintaining effective partnerships with, for example, schools, other services and agencies for children, the LA, higher education institutions and employers 
where applicable. Through such partnerships and other activities, headteachers play a key role in contributing to the development of the education system as 
a whole and collaborate with others to raise standards locally. 
 
Drawing on the support provided by members of the school community, the headteacher is responsible for creating a productive learning environment which 
is engaging and fulfilling for all pupils. 

 
The key areas 
The Standards are set out in six key non-hierarchical areas. These six key areas, when taken together, represent the role of the headteacher. 

 Shaping the Future 

 Leading Learning and Teaching 

 Developing Self and Working with Others 

 Managing the Organisation 

 Securing Accountability 

 Strengthening Community 
 
Within each of these key areas, the knowledge requirements, professional qualities (skills, dispositions and personal capabilities headteachers 
bring to the role) and actions needed to achieve the core purpose are identified. Whilst particular knowledge and professional qualities are 
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assigned to one of the six key areas, it is important to emphasise that they are interdependent and many are applicable to all key areas. Like 
others, Meadowbrook’s headteacher will attach relative importance to the actions, and add others, as they define the strategic and operational 
priorities within their own diverse contexts. 
Effective headteachers are responsive to the context of the school and maintain an overview that integrates their work into a coherent 
 

 
Shaping the Future 
Critical to the role of headship is working with the governing body and others to create a shared vision and strategic plan which inspires and 
motivates pupils, staff and all other members of the school community. This vision should express core educational values and moral purpose 
and be inclusive of stakeholders’ values and beliefs. The strategic planning process is critical to sustaining school improvement and ensuring that 
the school moves 
forward for the benefit of its pupils. 
 
Knowledge 
Knows about: 
□ Local, national and global trends 
□ Ways to build, communicate and implement a shared vision 
□ Strategic planning processes 
□ Strategies for communication both within and beyond the school 
□ New technologies, their use and impact 
□ Leading change, creativity and innovation 
 
Professional Qualities 
Is committed to: 
□ A collaborative school vision of excellence and equity that sets high standards for every pupil 
□ The setting and achieving of ambitious, challenging goals and targets 
□ The use of appropriate new technologies 
□ Inclusion and the ability and right of all to be the best they can be 
 
Is able to: 

□ Think strategically, build and communicate a coherent vision in a range of compelling ways 
□ Inspire, challenge, motivate and empower others to carry the vision forward 
□ Model the values and vision of the school 
 
Actions 
□ Ensures the vision for the school is clearly articulated, shared, understood and acted upon effectively by all 
□ Works within the school community to translate the vision into agreed objectives and operational plans which will promote and sustain school    



Page 47 of 53 
Nov 2013 

 

    improvement 
□ Demonstrates the vision and values in everyday work and practice 
□ Motivates and works with others to create a shared culture and positive climate 
□ Ensures creativity, innovation and the use of appropriate new technologies to achieve excellence 
□ Ensures that strategic planning takes account of the diversity, values and experience of the school and community at large 

 
Leading Learning & Teaching 
Headteachers have a central responsibility for raising the quality of teaching and learning and for pupils’ achievement. This implies setting high 
expectations and monitoring 
and evaluating the effectiveness of learning outcomes. A successful learning culture will enable pupils to become effective, enthusiastic, 
independent learners, committed to life-long learning. 
 
Knowledge 
Knows about: 

□ Strategies for raising achievement and achieving excellence 
□ The development of a personalised learning culture within the school 
□ Models of learning and teaching 
□ The use of new and emerging technologies to support learning and teaching 
□ Principles of effective teaching and assessment for learning 
□ Models of behaviour and attendance management 
□ Strategies for ensuring inclusion, diversity and access 
□ Curriculum design and management 
□ Tools for data collection and analysis 
□ Using research evidence to inform teaching and learning 
□ Monitoring and evaluating performance 
□ School self evaluation 
□ Strategies for developing effective teachers 
 
 Professional Qualities 
Is committed to: 

□ The raising standards for all in the pursuit of excellence 
□ The continuing learning of all members of the school community 
□ The entitlement of all pupils to effective teaching and learning 
□ Choice and flexibility in learning to meet the personalised learning needs of every child 
 
Is able to: 
□ Demonstrate personal enthusiasm for and commitment to the learning process 
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□ Demonstrate the principles and practice of effective teaching and learning 
□ Access, analyse and interpret information 
□ Initiate and support research and debate about effective learning and teaching and develop relevant strategies for performance improvement 
□ Acknowledge excellence and challenge poor performance across the school 
 
Actions 
□ Ensures a consistent and continuous school-wide focus on pupils’ achievement, using data and benchmarks to monitor progress in every 
child’s learning 
□ Ensures that learning is at the centre of strategic planning and resource management 
□ Establishes creative, responsive and effective approaches to learning and teaching 
□ Ensures a culture and ethos of challenge and support where all pupils can achieve success and become engaged in their own learning 
□ Demonstrates and articulates high expectations and sets stretching targets for the whole school community 
□ Implements strategies which secure high standards of behaviour and attendance 
□ Determines, organises and implements a diverse, flexible curriculum and implements an effective assessment framework 
□ Takes a strategic role in the development of new and emerging technologies to enhance and extend the learning experience of pupils 
□ Monitors, evaluates and reviews classroom practice and promotes improvement strategies 
□ Challenges underperformance at all levels and ensures effective corrective action and follow-up 
 

Developing Self and Working with Others 
Effective relationships and communication are important in headship as headteachers work with and through others. Effective headteachers 
manage themselves and their relationships well. Headship is about building a professional learning community which enables others to achieve. 
Through performance management and effective continuing professional development practice, the headteacher supports all staff to achieve 
high standards. To equip themselves with the capacity to deal with the complexity of the role and the range of leadership skills and actions 
required of them, headteachers should be committed to their own continuing professional development. 
 
Knowledge 
Knows about: 
□ The significance of interpersonal relationships, adult learning and models of continuing professional development (CPD) 
□ Strategies to promote individual and team development 
□ Building and sustaining a learning community 
□ The relationship between managing performance, CPD and sustained school improvement 
□ The impact of change on organisations and individuals 
 
 
Professional Qualities 
Is committed to: 
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□ Effective working relationships 
□ Shared leadership 
□ Effective team working 
□ Continuing professional development for self and all others within the school 
 
Is able to: 
□ Foster an open, fair, equitable culture and manage conflict 
□ Develop, empower and sustain individuals and teams 
□ Collaborate and network with others within and beyond the school 
□ Challenge, influence and motivate others to attain high goals 
□ Give and receive effective feedback and act to improve personal performance 
□ Accept support from others including colleagues, governors and the LA 
 
Actions 
□ Treats people fairly, equitably and with dignity and respect to create and maintain a positive school culture 
□ Builds a collaborative learning culture within the school and actively engages with other schools to build effective learning communities 
□ Develops and maintains effective strategies and procedures for staff induction, professional development and performance review 
□ Ensures effective planning, allocation, support and evaluation of work undertaken by teams and individuals, ensuring clear delegation of    
   tasks and devolution of responsibilities 
□ Acknowledges the responsibilities and celebrates the achievements of individuals and teams 
□ Develops and maintains a culture of high expectations for self and for others and takes appropriate action when performance is unsatisfactory 
□ Regularly reviews own practice, sets personal targets and takes responsibility for own personal development 
□ Manages own workload and that of others to allow an appropriate work/life 
 

 
Managing the Organisation 
Headteachers need to provide effective organisation and management of the school and seek ways of improving organisational structures and 
functions based on rigorous self evaluation.  Headteachers should ensure that the school and the people and resources within it are organised 
and managed to provide an efficient, effective and safe learning environment. These management responsibilities imply the re-examination of the 
roles and responsibilities of those adults working in the school to build capacity across the workforce and ensure resources are deployed to 
achieve value for money. Headteachers should also seek to build successful organisations through effective collaborations with others. 
 
Knowledge 
Knows about: 

□ Models of organisations and principles of organisational development 
□ Principles and models of self-evaluation 
□ Principles and practice of earned autonomy 
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□ Principles and strategies of school improvement 
□ Project management for planning and implementing change 
□ Policy creation, through consultation and review 
□ Informed decision-making 
□ Strategic financial planning, budgetary management and principles of best value 
□ Performance management 
□ Personnel, governance, security and access issues relating to the diverse use of school facilities 
□ Legal issues relating to managing a school including Equal Opportunities, Race Relations, Disability, Human Rights and Employment    
   legislation 
□ The use of new and emerging technologies to enhance organisational effectiveness 
 
Professional Qualities 
Is committed to: 
□ Distributed leadership and management 
□ The equitable management of staff and resources 
□ The sustaining of personal motivation and that of all staff 
□ The developing and sustaining of a safe, secure and healthy school environment 
□ Collaborating with others in order to strengthen the school’s organisational capacity and contribute to the development of capacity in other 
schools 
 
Is able to: 
□ Establish and sustain appropriate structures and systems 
□ Manage the school efficiently and effectively on a day-to-day basis 
□ Delegate management tasks and monitor their implementation 
□ Prioritise, plan and organise themselves and others 
□ Make professional, managerial and organisational decisions based on informed judgements 
□ Think creatively to anticipate and solve problems 
 
Actions 
□ Creates an organisational structure which reflects the school’s values, and enables the management systems, structures and processes to   
   work effectively in line with legal requirements 
□ Produces and implements clear, evidence-based improvement plans and policies for the development of the school and its facilities 
□ Ensures that, within an autonomous culture, policies and practices take account of national and local circumstances, policies and initiatives 
□ Manages the school’s financial and human resources effectively and efficiently to achieve the school’s educational goals and priorities 
□ Recruits, retains and deploys staff appropriately and manages their workload to achieve the vision and goals of the school 
□ Implements successful performance management processes with all staff  
□ Manages and organises the school environment efficiently and effectively to ensure that it meets the needs of the curriculum and health and  
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    safety regulations 
□ Ensures that the range, quality and use of all available resources is monitored, evaluated and reviewed to improve the quality of education for  
   all pupils and provide value for money 
□ Uses and integrates a range of technologies effectively and efficiently to manage the school 
 

 
Securing Accountability 
With values at the heart of their leadership, headteachers have a responsibility to the whole school community. In carrying out this responsibility, 
headteachers are accountable to a wide range of groups, particularly pupils, parents, carers, governors and the LA. They are accountable for 
ensuring that pupils enjoy and benefit from a high quality education, for promoting collective responsibility within the whole school community and 
for contributing to the education service more widely. Headteachers are legally and contractually accountable to the governing body for the 
school, its environment and all its work. 
 
Knowledge 
Knows about: 
□ Statutory educational frameworks, including governance 
□ Public services policy and accountability frameworks, including self evaluation and multi-agency working 
□ The contribution that education makes to developing, promoting and sustaining a fair and equitable society 
□ The use of a range of evidence, including performance data, to support, monitor, evaluate and improve aspects of school life, including  
   challenging poor performance 
□ The principles and practice of quality assurance systems, including school review, self evaluation and performance management 
□ Stakeholder and community engagement in, and accountability for, the success and celebration of the school’s performance 
 
Professional Qualities 
Is committed to: 
□ Principles and practice of school self evaluation 
□ The school working effectively and efficiently towards the academic, spiritual, moral, social, emotional and cultural development of all its  
   pupils 
□ Individual, team and whole-school accountability for pupil learning outcomes 
 
Is able to: 
□ Demonstrate political insight and anticipate trends 
□ Engage the school community in the systematic and rigorous self-evaluation of the work of the school 
□ Collect and use a rich set of data to understand the strengths and weaknesses of the school 
□ Combine the outcomes of regular school self-review with external evaluations in order to develop the school 
 
Actions 
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□ Fulfils commitments arising from contractual accountability to the governing body 
□ Develops a school ethos which enables everyone to work collaboratively, share knowledge and understanding, celebrate success and accept  
   responsibility for outcomes 
□ Ensures individual staff accountabilities are clearly defined, understood and agreed and are subject to rigorous review and evaluation 
□ Works with the governing body (providing information, objective advice and support) to enable it to meet its responsibilities 
□ Develops and presents a coherent, understandable and accurate account of the school’s performance to a range of audiences including  
   governors, parents and carers 
□ Reflects on personal contribution to school achievements and takes account of feedback from stakeholders 
 

 
Strengthening Community 
Schools exist in a distinctive social context, which has a direct impact on what happens inside the school. School leadership should commit to 
engaging with the internal and external school community to secure equity and entitlement. Headteachers should collaborate with other schools 
in order to share expertise and bring positive benefits to their own and other schools. They should work collaboratively at both strategic and 
operational levels with parents and carers and across multiple agencies for the well-being of all children. Headteachers share responsibility for 
leadership of the wider educational system and should be aware that school improvement and community development 
are interdependent. 
 
Knowledge 
Knows about: 

□ Current issues and future trends that impact on the school community 
□ The rich and diverse resources within local communities – both human and physical 
□ The wider curriculum beyond school and the opportunities it provides for pupils and the school community 
□ Models of school, home, community and business partnerships 
□ The work of other agencies and opportunities for collaboration 
□ Strategies which encourage parents and carers to support their children’s learning 
□ The strengths, capabilities and objectives of other schools 
 
Professional Qualities 
Is committed to: 
□ Effective team work within the school and with external partners 
□ Work with other agencies for the well-being of all pupils and their families 
□ Involvement of parents and the community in supporting the learning of children and in defining and realising the school vision 
□ Collaboration and networking with other schools to improve outcomes 
 
Is able to: 

□ Recognise and take account of the richness and diversity of the school’s communities 
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□ Engage in a dialogue which builds partnerships and community consensus on values, beliefs and shared responsibilities 
□ Listen to, reflect and act on community feedback 
□ Build and maintain effective relationships with parents, carers, partners and the community, that enhance the education of all pupils 
 
 
Actions 
□ Builds a school culture and curriculum which takes account of the richness and diversity of the school’s communities 
□ Creates and promotes positive strategies for challenging racial and other prejudice and dealing with racial harassment 
□ Ensures learning experiences for pupils are linked into and integrated with the wider community 
□ Ensures a range of community-based learning experiences 
□ Collaborates with other agencies in providing for the academic, spiritual, moral, social, emotional and cultural well-being of pupils and their  
   families 
□ Creates and maintains an effective partnership with parents and carers to support and improve pupils’ achievement and personal  
   development 
□ Seeks opportunities to invite parents and carers, community figures, businesses or other organisations into the school to enhance and enrich  
    the school and its value to the wider community 
□ Contributes to the development of the education system by, for example, sharing effective practice, working in partnership with other schools  
   and promoting innovative initiatives 
□ Co-operates and works with relevant agencies to protect children 
 


