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This procedure applies only to teachers or head teachers about whose performance there are serious concerns that the appraisal process has been unable to address.

At least five working days’ notice will be given of the formal capability meeting.  The notification will contain sufficient information about the concerns about performance and their possible consequences to enable the teacher to prepare to answer the case at a formal capability meeting.  It will also contain copies of any written evidence; the details of the time and place of the meeting; and will advise the teacher of their right to be accompanied by a companion who may be a colleague, a trade union official, or a trade union representative who has been certified by their union as being competent.
Formal capability meeting 
This meeting is intended to establish the facts.  It will be conducted by the Chair of Governors (for head teacher capability meetings) or head teacher (for other teachers).  The meeting allows the teacher, accompanied by a companion if they wish, to respond to concerns about their performance and to make any relevant representations.  This may provide new information or a different context to the information/evidence already collected.  

The person conducting the meeting may conclude that there are insufficient grounds for pursuing the capability issue and that it would be more appropriate to continue to address the remaining concerns through the appraisal process.   In such cases, the capability procedure will come to an end.   The person conducting the meeting may also adjourn the meeting for example if they decide that further investigation is needed, or that more time is needed in which to consider any additional information.
In other cases, the meeting will continue.  During the meeting, or any other meeting which could lead to a formal warning being issued, the person conducting the meeting will:

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

· give clear guidance on the improved standard of performance needed to ensure that the teacher can be removed from formal capability procedures (this may include the setting of new objectives focused on the specific weaknesses that need to be addressed, any success criteria that might be appropriate and the evidence that will be used to assess whether or not the necessary improvement has been made);

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

· set out the timetable for improvement and explain how performance will be monitored and reviewed. The timetable will depend on the circumstances of the individual case but in straightforward cases could between four and ten weeks and

· warn the teacher formally that failure to improve within the set period could lead to dismissal.  In very serious cases, this warning could be a final written warning.   

Notes will be taken of formal meetings and a copy sent to the member of staff.  Where a warning is issued, the teacher will be informed in writing of the matters covered in the bullet points above and given information about the timing and handling of the review stage and the procedure and time limits for appealing against the warning.

Monitoring and review period following a formal capability meeting 
A performance monitoring and review period will follow the formal capability meeting.    Formal monitoring, evaluation, guidance and support will continue during this period.   The member of staff will be invited to a formal review meeting, unless they were issued with a final written warning, in which case they will be invited to a decision meeting (see below).

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

If the person conducting the meeting is satisfied that the teacher has made sufficient improvement, the capability procedure will cease and the appraisal process will re-start.  In other cases:

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

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

As before, notes will be taken of formal meetings and a copy sent to the member of staff. The final written warning will mirror any previous warnings that have been issued.   Where a final warning is issued, the member of staff will be informed in writing that failure to achieve an acceptable standard of performance (within the set timescale), may result in dismissal and given information about the handling of the further monitoring and review period and the procedure and time limits for appealing against the final warning.  The teacher will be invited to a decision meeting.  

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

If an acceptable standard of performance has been achieved during the further monitoring and review period, the capability procedure will end and the appraisal process will re-start.  If performance remains unsatisfactory, a decision, or recommendation to the Governing Body, will be made that the teacher should be dismissed or required to cease working at the school.
  

Before the decision to dismiss is made, the school will discuss the matter with the local authority.
The teacher will be informed as soon as possible of the reasons for the dismissal, the date on which the employment contract will end, the appropriate period of notice and their right of appeal.

Decision to dismiss 
The power to decide that members of staff should no longer work at this school has been delegated to the Staff Dismissal Committee acting with the head teacher.  

Dismissal
Once the Staff Dismissal Committee acting with the head teacher has decided that the teacher should no longer work at the school, it will notify the Local Authority of its decision and the reasons for it.   Where teachers work solely at this school, the Local Authority 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 school 

Appeal 
If a teacher feels that a decision to dismiss them, or other action taken against them, is wrong or unjust, they may appeal in writing against the decision within five days of the decision, setting out at the same time the grounds for appeal.  Appeals will be heard without unreasonable delay and, where possible, at an agreed time and place. The same arrangements for notification and right to be accompanied by a companion will apply as with formal capability and review meetings and, as with other formal meetings, notes will be taken and a copy sent to the teacher.  
The appeal will be dealt with impartially and, wherever possible, by managers or governors who have not previously been involved in the case.  

The teacher will be informed in writing of the results of the appeal hearing as soon as possible.

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 head teacher and governing body to quality-assure the operation and effectiveness of the appraisal system.  This will be achieved by the Head teacher and Senior Leadership Team might review all teachers’ objectives and written appraisal records personally, in order to check consistency of approach and expectation between different appraisers.  The head teacher will also wish to be aware of any pay recommendations that have been made. 
Consistency of Treatment and Fairness 

The governing body is committed to ensuring consistency of treatment and fairness.  It will abide by all relevant equality legislation, including the duty to make reasonable adjustments for disabled teachers.  The governing body is aware of the guidance on the Equality Act issued by the Department for Education. 
Definitions 
Unless indicated otherwise, all references to “teacher” include the head teacher.

Delegation 
Normal rules apply in respect of the delegation of functions by governing bodies, head teachers 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 (eg referred immediately to the occupational health service to assess the member of staff’s health and fitness for continued employment and the appropriateness or otherwise of continuing with monitoring or formal procedures).  In some cases, it may be appropriate for monitoring and/or formal procedures to continue during a period of sickness absence. 

Monitoring and Evaluation 
The governing body and head teacher will monitor the operation and effectiveness of the school’s appraisal arrangements.

Retention 
The governing body and head teacher will ensure that all written appraisal records are retained in a secure place for six years and then destroyed.  
RAG rating exercise to support individual self-evaluation

Name: __________________
RAG rating – for each statement highlight Red, Amber, Green where: 

Green is consistently evidenced and embedded

Amber is partly evidenced, but not fully embedded 

Red is not yet evidenced or not regularly demonstrated

This self-evaluation should be a positive, but reflective process.  Do not become disheartened if you are near the beginning of your career and have lots of red.  Use this as a vehicle to identify where you need the most support to improve / progress to the next level.

Thomas Russell Junior School – Performance Management – Agreed Minimum Career Stage Expectations

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 

	Standard
	M2
	M4
	M6
	UPS1
	UPS3

	1.1  

Set high expectations which inspire, motivate and challenge pupils
	Consistently deliver lessons that inspire, motivate and challenge most pupils.
	Develop units of work that inspire, motivate and challenge pupils and consistently deliver lessons that inspire, motivate and challenge most pupils.
	Develop units of work that inspire, motivate and challenge pupils and consistently deliver lessons that inspire, motivate and challenge most pupils.
	Lead on planning units of work that inspire, motivate and challenge pupils. Support staff by sharing good practice through lesson observations/learning walks.
	Lead on adapting the curriculum model for the year group in ensuring that expectations are high across the school and that pupils are inspired and motivated.

	1.2 

Promote good progress and outcomes by pupils
	Challenging objectives and outcomes set. Promote pupil awareness of targets and progress to ensure that pupils achieve a minimum of expected progress.
	Challenging objectives and outcomes set. Promote pupil active engagement with their targets and progress
	Support all year group colleagues to ensure that pupils are actively engaged with their targets and progress to ensure that pupil achieve a minimum of expected progress and that some achieve beyond.
	Lead on intervention strategies across the year group to support good progress and outcomes by all pupils to ensure that pupils achieve a minimum of expected progress and that many achieve beyond.
	Lead on intervention strategies across the school to support good progress and outcomes by all pupils to ensure that pupils achieve a minimum of expected progress and that most achieve beyond.

	1.3 

Demonstrate good subject and curriculum knowledge
	Demonstrate good subject knowledge. Improve and develop curriculum areas and units of work.
	Demonstrate good subject knowledge. Improve and develop curriculum areas and units of work.
	Demonstrate good subject knowledge and an understanding of regional and national developments in the specific subject area.
	Regularly lead in Year Group / Key Stage meetings and share subject knowledge/up to date changes in the curriculum and developing Units of Work within the Key Stage.
	Demonstrate outstanding subject knowledge and impact on whole school curriculum decisions by contributing to curriculum planning.

	1.4 

Plan and teach well-structured lessons
	Teachers consistently deliver teaching and learning in line with Ofsted grading Good.
	Teachers consistently deliver teaching and learning in line with Ofsted grading Good.
	Teachers consistently deliver teaching and learning in line with Ofsted grading Good with Outstanding features. Regularly share examples of good practice through teaching and learning programmes.
	Teachers consistently deliver teaching and learning in line with Ofsted grading Good with high number of Outstanding features. Facilitate the leadership of coaching strategies within the school.
	Teachers consistently deliver teaching and learning in line with Ofsted grading Outstanding.  Facilitate the leadership of coaching strategies across the school.

	1.5 

Adapt teaching to respond to the strengths and needs of all pupils
	Ensure that planning and delivery of lessons takes into account different needs of pupils
	Differentiation is effective, teachers understand how barriers to learning can inhibit pupil progress and utilise effective strategies to overcome them
	Share effective

differentiation techniques within the Year Group in order to ensure that all vulnerable groups of pupils achieve their potential
	Support the Year Group by developing methods of meeting the needs of different vulnerable groups. Support the year group  with producing various strategies for progression
	Support the Year Group by developing methods of meeting the needs of different vulnerable groups. Produce various strategies for progression across the school

	1.6 

Make accurate and productive use of assessment
	Ensure that all available pupil data is utilised effectively in order to support planning and delivery of teaching and learning.
	Effectively utilise data in order to facilitate conversations with pupils regarding what they have achieved and what they need to do to improve.
	Ensure that quality tracking of pupil attainment and achievement informs future planning to promote rapid progress of pupils.
	Take an active role in the Year Group to improve tracking and assessment.  Support other colleagues in using assessments to inform future learning and to raise attainment and achievement in the school.
	Take an active role across the school to improve tracking and assessment. Support other staff in using assessments to inform future learning and to raise attainment and achievement across the school.

	1.7 

Manage behaviour effectively to ensure a good and safe learning environment
	Ensure behaviour management strategies are in place to build a positive climate for learning within the classroom, which will impact on attainment and progress.
	Ensure behaviour management strategies are in place to build a positive climate for learning within the classroom, which will impact on attainment and progress.
	Behaviour management strategies are embedded which ensure a consistent positive climate for learning within the classroom, which will impact on attainment and progress. Share these strategies with other members of the Key Stage.
	Behaviour management strategies are embedded within the classroom, which ensure a consistent positive climate for learning.  Lead on developing a wide range of strategies to ensure a consistent positive climate for learning across the Year group, which will impact on the attainment and progress of all pupils.
	Behaviour management strategies are embedded within the classroom, which ensure a consistent positive climate for learning.  Lead on developing a wide range of strategies to ensure a consistent positive climate for learning across the school, which will impact on the attainment and progress of all pupils.

	1.8 

Fulfil wider professional responsibilities
	Become involved in initiatives to impact on attainment and progress.
	Become involved in initiatives to impact on attainment and progress.
	Regularly share initiatives at Staff / Year Group meetings in order to impact on attainment and progress.
	Regularly lead on initiatives to impact on attainment and progress.
	Regularly lead on whole school initiatives to impact on attainment and progress.

	2.1. 

Teachers uphold public trust in the profession and maintain high standards of ethics and behaviour, within and outside school
	Maintain professional conduct both in school and within the wider community at all times, and act as positive role models to pupils.
	Maintain professional conduct both in school and within the wider community at all times, and act as positive role models to pupils.
	Maintain professional conduct both in school and within the wider community at all times and act as positive role models to the pupils.
	Maintain professional conduct both in school and within the wider community at all times and act as positive role models to the pupils. Mentor more inexperienced staff within the Year group.
	Maintain professional conduct both in school and within the wider community at all times and act as positive role models to pupils.  Mentor more inexperienced staff across the school.

	2.2 

Teachers must have a proper and professional regard for the ethos, policies and practice of the school in which they teach, and maintain high standards in their own attendance and punctuality
	Ensure whole school policies are adhered to consistently
	Ensure  whole school policies are adhered to consistently
	Ensure whole school policies are adhered to consistently, and contribute to the development of school based policies.
	Ensure whole school policies are adhered to consistently, and lead on the implementation of school based policies, in order to drive improvements in the attainment and progress of all pupils.
	Ensure whole school policies are adhered to consistently, and contribute to the implementation of policies, in order to drive improvements in the attainment and progress of all pupils.

	2.3 

Teachers must have an understanding of, and always act within, the statutory frameworks which set out their professional duties and responsibilities
	Ensure a clear knowledge and understanding of the statutory framework and always work within this.
	Ensure a clear knowledge and understanding of the statutory framework and always work within this.
	Ensure a clear knowledge and understanding of the statutory framework and always work within this. Support other colleagues in school where necessary.
	Ensure a clear knowledge and understanding of the statutory framework and always work within these.  Ensure all colleagues adhere to this framework.
	Ensure a clear knowledge and understanding of the statutory framework and always work within these. Support other colleagues across the school where necessary.




School expectations are that pupils in KS2 should make 1 Standardised Score point progress in reading, writing and mathematics per term. 

1. Most means at least 60%

2. Almost all would suggest in the region of 80% or more

3. Some means more than 10%

4. Many means a group, suggesting more than 40%
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Thomas Russell Junior School - The Teachers’ standards for the career stages at this school
	Professional Area
	Relevant standards
	M2
	M4
	M6
	UPS1
	UPS3

	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
	Teaching is at least satisfactory with much good or better
	Teaching is consistently good
	Teaching is consistently good with some outstanding elements
	Teaching is consistently good with some outstanding lessons
	Teaching is consistently good with many outstanding lessons

	Professional Outcomes


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

3.2 (1) 1.6 (3,4)

Preamble
	Most1 pupils achieve in line with school expectations* 
	Almost all2 pupils achieve in line with school expectations
	Almost all pupils achieve in line with school expectations; some3 exceed them
	Almost all pupils achieve in line with school expectations; some exceed them
	Almost all pupils achieve in line with school expectations; many4 exceed them

	Professional Relationships


	1.1 (1) 1.6 (4)

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

2.1 (1,3,4)

Preamble
	Positive working relationships with pupils, colleagues and parents evidenced by 

e.g. feedback to senior management

Teachers at this level will be expected to coordinate a curriculum subject – this will include keeping up to date with the subject and leading items on a staff meeting agenda
	These relationships are securely focussed on improving provision for pupils evidenced through 

e.g. pupil progress meetings, parents evenings, IEPs and provision mapping, teacher acting on feedback given, 

Teachers will be expected to coordinate a curriculum subject and at least one other aspect of school life.
	Professional relationships with pupils, colleagues and staff lead to excellent class provision 

e.g. through effective use of teaching assistants, planning for pupils by following up advice given by external professionals
	Plays a proactive role in enabling the teaching team to improve curriculum provision and outcomes

This will include leading staff meetings and INSET in a significant area of school life
	Plays a proactive role in driving forward a central aspect of the School Development Plan, demonstrating impact on standards of pupils’ key skills and involving the wider school community in achieving this.

e.g. reporting to governors, leading parent workshops, whole school training



	Professional Development


	1.2 (4,5)

1.3 (1,2,4,5)

1.4 (5) 1.5 (2,3,4)

1.5 (1) 1.8 (4)

2.1 (2) 2.3

Preamble
	Able, with support, to identify key professional developmental needs and respond to advice and feedback
	Takes a proactive role in accessing relevant support and professional development from colleagues
	Fully competent practitioner able to keep up to date with changes and adapt practice accordingly
	Plays a proactive role in leading the professional development of all members in the school community
	Plays a proactive role in leading the professional development of all members in the school community and in supporting other schools.

	Professional Conduct


	1.1 (3) 1.7 (1)

1.8 (1) 2.1 (all)

2.2 2.3

Preamble
	Meets all standards
	Meets all standards
	Meets all standards
	Meets all standards
	Meets all standards


� 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 head teacher, to one or more governors, or to one or more governors acting with the head teacher.  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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