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Headteacher Appraisal 2019 – 2020
Handbook
The Headteacher Appraisal Process
It is a statutory requirement for the governing board of a maintained school to provide headteachers with a documented appraisal process is set out in ‘The Education (School Teachers’ Appraisal) (England) Regulations 2012’ – this is also regularly referred to as the performance management process.
http://www.legislation.gov.uk/uksi/2012/115/contents/made
Performance management should be a confidential, supportive and developmental process designed to ensure that the headteacher has the skills and support needed to carry out their role effectively. The process should also ensure that the headteacher is able to continually improve and develop their professional practice.

Who can be involved in the performance management process?

Headteacher performance management is delegated by the governing board to a panel of governors, usually referred to as the headteacher appraisal committee, who are advised and supported by an independent external adviser. It is a requirement to have a minimum of two governors on the panel; however, it is useful to have an odd number in case of the need for a vote. A panel of three governors is common practice to also ensure that there are sufficient governors available to form an appeals panel if required.
The headteacher is entitled to indicate if they do not want a particular governor to be part of the panel but must be able to give a specific reason for this request for consideration by the governing board.
It is usual that the chair of governors is included on the panel. The chair will normally be best placed to understand and support the work and, ultimately, the performance of the headteacher; but this is not a requirement and is the decision of the governing board. It is recommended that any governor sitting on the performance management panel has received appropriate training in the process.

It is not appropriate for staff governors to be included on the headteacher performance management panel or the headteacher’s pay panel.

Appointing an ALPSIT SIP as your external adviser
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It is a requirement, set out in The Education (School Teachers’ Appraisal) (England) Regulations 2012, for the governing board to appoint an independent external adviser to support them through the performance management process.  This is a paid role.

It is important to remember that this is the governing board’s appointment and, whilst seeking the view and opinion of the headteacher is recommended, it is not their decision to choose who is appointed to advise the governing board through their performance management. To avoid any conflicts of interest, it is important that the board appoints someone who has no direct or indirect relationship with the headteacher or the school.

The Role of the ALPSIT SIP

The ALPSIT SIP will act in the capacity of Advisor to the Governing Body Appraisal Review committee during all stages of the review and objective setting process.  Your ALPSIT SIP will allocate a half day to prepare, meet and write the report this can be included as part of your 3 face to face days.  It can also be added on as an additional charge.
The ALPSIT SIP will need access to your school’s agreed Performance management Policy to ensure that the process followed is in line with this policy.

All ALPSIT SIPS have been trained to support the governing body through the process.  
ALPSIT sips are:
Appropriately skilled, experienced and knowledgeable.
Able to analyse information.
Able to be objective.
Committed to confidentiality.
Sufficiently up-to-date with school improvement.
Up-to-date with the performance management process.
Able to record the meeting in an articulate manner.
Able to support the governing board to provide effective challenge and support.

The Performance Management Process

The performance management process is a cycle which is normally carried out over the period of an academic year. Some schools may choose to carry out the headteacher’s performance management before the commencement of the teaching staff’s appraisal cycle, as objectives and targets for whole school improvement can be implemented across the whole teaching team, but this is the decision of individual governing boards.
The headteacher’s performance management should be carried out by 31 December of each academic year and any pay increment agreed by the pay panel should be back-dated to September of the same year. 

The usual process is to hold an annual review and target-setting meeting (often referred to as the appraisal review meeting) during the Autumn term, and then arrange at least one other review meeting during the academic year. The external adviser is not required to attend mid-year review meetings but can do if the governing board would benefit from their support and guidance.

The Annual Appraisal Review Meeting

The annual appraisal review meeting will have two parts. The first part of the meeting will be a review of the previous years’ targets and the general performance of the school and the headteacher. This may include taking into account pupil outcomes and any feedback from staff and parent surveys. 
The headteacher may have submitted evidence to the ALPSIT SIP and panel of governors ahead of the review meeting to demonstrate that they have met the previous year’s targets and objectives. 

If relevant, this information may include some of the following:
Their job description
A copy of agreed performance management targets
The School Development Plan
The school self-evaluation document
Copies of the LA adviser’s school improvement visit summary
Pupils’ outcome data
The school’s most recent Ofsted report, if applicable to the performance management cycle

The panel, guided by your ALPSIT SIP, should use their knowledge and judgement of the school’s performance and the specific evidence provided by the headteacher to make a decision as to whether their objectives have been met.  The paperwork format allows governors to make the following assessment MET/PARTIALLY MET/Not MET /Carried over.  If objectives have not been met, or are only partially met, the panel should seek to clearly understand the reasons for this and decide whether any mitigating circumstances or challenges are valid. If there are concerns identified about the headteacher’s performance, the panel should seek guidance from their HR adviser.

The second part of the meeting is to agree and set the headteacher’s objectives and targets for the current academic year. The headteacher will normally propose targets based on their knowledge of the school’s current position and recent school self-evaluation. Objectives set should be based on the current school priorities, as set out in the School Development Plan, but it is also important to consider including a target linked to the professional and personal development of the headteacher. It is usual that three or four objectives are set for the year ahead, and it is recommended that any training and development needs for the headteacher are determined and recorded as one of these. The Ofsted ‘School inspection handbook’ (2018) makes clear that a headteacher’s performance objectives should not be aligned with the proportion of good or better teaching. Ofsted has no expectations regarding the content of a headteacher’s performance management or the process that governing boards implement. 

https://www.gov.uk/government/publications/school-inspection-handbook-from-september-2015

The panel can use the DfE’s ‘National standards of excellence for headteachers’ (2015) when determining objectives for the year ahead and can be supported with this by your ALPSIT SIP.  The standards are not statutory and should not be used to assess the performance of the headteacher, but as an aspirational guide to the professional development of the headteacher and the continued development of the school. Objectives set should always be aspirational, achievable and meaningful. https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/396247/National_Standards_of_Excellence_for_Headteachers.pdf

There is no requirement for the headteacher’s performance management meeting to be clerked. If requested, your ALPSIT SIP will produce a written report of the performance management meeting, setting out and evidencing whether the previous year’s objectives have been met, as well as recording the newly agreed objectives, success criteria and timescales for completion. This report will be sent to the headteacher and panel of governors for them to agree its factual accuracy. The report should be used as the basis for the mid-year review meeting to monitor progress towards the objectives and again at the end of year review to determine whether objectives have been met.  The report will not be shared with anyone other than the headteacher and agreed governors. 

Link to pay progression

The headteacher Appraisal and review committee with the assistance of your ALPSIT SIP will determine whether previous objectives have been met, establish evidence of governors monitoring progress towards the objectives throughout the year, the overall performance of the school and specific evidence provided by the headteacher; all of which will inform the decision as to whether objectives have been met.
Where the objectives have been met, the panel will make a decision on whether to recommend to the designated pay panel that the headteacher progresses up their salary scale. If the panel does not feel that the objectives have been securely met, there is the option to recommend that the headteacher remains on their current pay scale for a further appraisal cycle. It is not permitted that financial constraints be used as a determining factor when recommending pay progression for the headteacher.  It is not the role of the ALPSIT SIP to make a recommendation or judgement on the pay progression of the headteacher.
The extent to which the headteacher can progress on their pay scale will be determined by the individual salary range of the school, as determined in the ‘School teachers’ pay and conditions document’ (STPCD). 

https://www.gov.uk/government/publications/school-teachers-pay-and-conditions

Reporting to the governing board

Once the headteacher appraisal and review Committee have made their decision, they will need to make any recommendation for pay progression to the designated pay panel. The headteacher appraisal and review committee, or a representative governor from the committee, will provide information to the pay panel on the process which has been followed and the evidence which had been used to reach any conclusions on pay progression. Considering guidance from the STPCD, the panel will make their recommendation, considering all evidence provided and whether to ratify the recommendation.

The headteacher appraisal and review committee will inform the governing board that the appraisal cycle has been completed. This should be planned as an agenda item for the next full governing board meeting, following the performance management and pay panel meetings, so the completed process can be recorded in the minutes.
It is not recommended that any detailed information regarding evidence provided to either panel is given to the full board in case there is a requirement for an appeals panel to be formed. The headteacher’s objectives are confidential to the governor panel and the headteacher – these do not need to be reported to the governing board unless it has been agreed to do so.
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Governors	
SIP 	
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Headteacher annual appraisal and review meeting

Aims and Objectives 
Review of progress towards last years agreed targets
Discussion and agreement of Headteacher of overall performance during the last academic year
Discussion and agreement of objectives for the coming academic year
Discussion and agreement for the Headteachers personal / professional development

Using the form

	Part 1
	A review of achievement against objectives for 2018 - 2019

	Part 2 
	Suggested Objectives for academic year 2019 – 20

	Part 3  
	 Summary of discussions that took place at the meeting.  

	Part 4
	Appraisal agreed by Review Committee



Process Checklist
	Action 
	Who
	When 
	Comment

	A date and time to be agreed for the Formal Appraisal Review meeting 
	By the Governing body and headteacher. ALPSIT SIP must be consulted about suitable dates. 
	At least 10 working school days in advance 
	

	Governors, ALPSIT SIP and HT to agree the format of the meeting
	Governors
Headteacher
ALPSIT SIP
	At least 5 working school days before the meeting.
	

	Parts 1 and 2 of the Appraisal document are completed in advance to present at the meeting.  It may be shared in advance by the headteacher.
	Headteacher 
	At least one working day before the meeting.  
	

	Optional 
It can be helpful for the headteacher and ALPSIT SIP to meet briefly in advance of the meeting
	ALPSIT SIP
Headteacher 
	30 minutes before the start of the formal meeting. 
	

	Appraisal review meeting to take place 
	Governors
Headteacher
ALPSIT SIP 
	On agreed date
	

	ALPSIT SIP provides a summary of the meeting and outcomes 
	Governors
Headteacher
ALPSIT SIP
	At the end of the Appraisal Review meeting 
	

	Governors (or the ALPSIT SIP if requested by governors) to complete the Appraisal Review Documentation. 
	Governors 
ALPSIT SIP 
	Within 5 working school days after the review meeting
	



Autumn 2019
	Part 1:  A review of achievement against objectives for 2018 - 2019

	Previous Objective 1: Pupil Progress 
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	Governors Review (MET / partially MET / NOT MET / carried over)

	
	Evaluation:


	Previous Objective 2: Leadership and Management

	


	Success Criteria 
	Governors Review (MET / partially MET / NOT MET / carried over)

	
	Evaluation:


	Previous Objective 3: Personal / Professional Development

	


	Success Criteria 
	Governors Review (MET / partially MET / NOT MET / carried over)

	
	Evaluation:


	Overall performance of Headteacher and the school

	








	Part 2:  Suggested objectives for academic year 2019-20

	[bookmark: _Hlk526342855]New Objective 1:  Pupil Progress 

	



	[bookmark: _Hlk526337157]Success Criteria 
	Monitoring


	Objective 2: Leadership and Management
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	Monitoring


	Objective 3: Personal / Professional Development 

	



	Success Criteria 
	Monitoring




	Part 3:  Discussion with governors and Headteacher

	







	Part 4:  Governing Body outcome.

	



	Chair of Committee
	

	Signed
	

	Headteacher
	

	Date
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