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4.1
TEACHER AND HEAD TEACHER APPRAISALPRIVATE 

The Authority is committed to the value of teacher and head teacher appraisal as a developmental process and as a means of improving the quality of education for pupils.

The Education (School Teacher Appraisal) Regulations 1991 made appraisal a statutory requirement for head teachers and most teachers.  The Regulations apply to all qualified teachers, employed on contracts of at least one year's duration to work full-time, or at least 40% of full-time, at a single school.  In the interest of equity, other part-time teachers with contracts of at least one year's duration should be offered the opportunity to be appraised.

The Authority's Policy Statement, Code of Practice and Guidelines on Teacher and Head Teacher Appraisal are contained in Appendices 4.1 - 4.4.

4.2
JOB REVIEW (SUPPORT STAFF)
It is important that support staff also have the opportunity to take part in an appraisal process which, as in the case of the teachers' arrangements, should be developmental.

The Authority's Job Review Scheme is designed to allow individual members of staff, together with their line manager, to take stock of achievements over the last year and to plan key priorities for the year ahead.

The Scheme was designed to apply to those staff graded at SO1 and above on the Administrative, Professional, Technical and Clerical grades.  It is, however, recommended that the opportunity for a job review of some kind should be considered for all support staff in the school.  It should, however, only be introduced following consultation with the appropriate trade unions.

Further detailed information on the Job Review Scheme and its implementation can be obtained from the the HR & OD Service Service.

APPENDIX 4.1: THE AUTHORITY'S POLICY STATEMENT
(Published April 1992)
· The Authority is committed to the value of teacher and head teacher appraisal as a developmental process and as a means of improving the quality of education for pupils.  Appraisal enables achievement to be recognised and assists teachers and head teachers to realise their potential and to carry out their duties more effectively.

· The Authority was an enthusiastic participant in the Teacher Appraisal Pilot Scheme and retains its commitment to the importance of appropriate training for both appraisees and appraisers.

· The appraisal process should be an integral part of good management and proper support of teachers and head teachers.  It involves a continuous and systematic process which aims to:

· recognise and acknowledge achievement, help individual teachers and head teachers with their professional development and, where appropriate, career planning;

· help ensure that in‑service training, other professional development activities and the deployment of teachers and head teachers reflect and respond to the complementary needs of individuals and the school;

· address any existing inequality and disadvantage in professional development and career opportunities for teachers including most particularly those arising from grounds of gender, race, age or disability;

· support fulfilment of the school mission statement, aims and objectives as expressed in the School Development Plan;

· contribute, in a fair, objective and equitable manner, to the information which is available to those who have responsibility for providing references for teachers and head teachers in relation to appointments; and

· inform the senior management and governing body of the school of ways in which the policies and management of the school are operating and could be improved if necessary.

· The appraisal process, and training for it, should be used positively to promote all aspects of equality of opportunity by encouraging all participants to fulfil their potential within the teaching profession.

· Identifiable benefits should include:-

· more effective planning and delivery of the curriculum;

· recognition of achievement leading to greater confidence and improved morale amongst teachers and head teachers;

· better professional relations and communication within school resulting from the need for continuous and systematic professional contact between appraiser and appraisee;

· wider participation in, and better targeting of, in‑service training;

· increased attention to identifying individuals' potential for professional development and/or career development and subsequently providing support where possible, by, for example, appropriate in‑service training, fresh tasks or changed duties, in order to improve her/his expertise and/or career prospects;

· increased attention to helping and supporting teachers having difficulties with their performance, through guidance, counselling and training from appropriate personnel;

· more efficient and effective management of schools;

· better informed references.

· The Education (School Teacher Appraisal) Regulations 1991 apply to all qualified teachers, except probationary teachers, employed on contracts of at least one year's duration to work full-time, or at least 40% of full‑time, at a single school.

· In the interest of equity the Authority also intends to offer the opportunity to all other full‑time teachers and part‑time teachers with contracts of at least 40% of full‑time of at least one year's duration, who are employed to support and provide services to schools, to be included in the Authority's appraisal scheme.

APPENDIX 4.2:  TEACHER APPRAISAL - CODE OF PRACTICE
General Principles
1. In implementing an appraisal scheme within a school, the governing body and the head teacher should be mindful of the importance of full consultation with staff (including the practical arrangements) and of equality of opportunity in encouraging all teachers to fulfil their potential irrespective of gender, race, age or disability.

2. Information collection for the purpose of appraisal should be designed to assist discussion in an appraisal interview having the purposes set out in paragraph 40 of DES Circular 12/91.

3. Where it has been agreed that the appraisal should concentrate on specific aspects of the appraisee's job, information collection should likewise be agreed and concentrate on those aspects.

4. Those giving information should not be put under any pressure save that of relevance and accuracy.

5. General comments should be supported by specific examples.

6. Interviews for the purpose of information collection should be held on a one‑to‑one basis.

7. Any information received anonymously should not be used.

8. Information which does not relate to the professional performance of a school teacher should not be sought or accepted.

9. Appraisees should adopt an open attitude to reasonable proposals for the collection of appropriate information.

10. Neither appraisers nor appraisees should act in any way that it is likely to threaten the trust and confidence on both sides upon which successful appraisal depends.

Guidance to Appraisers
11
Appraisers should act with sensitivity to all concerned and should not exhibit any bias in collecting information.  In particular, they should take care to avoid the dangers of stereotyped expectations on grounds of gender, race, age or disability.
12.
The appraiser must be familiar with relevant LEA and national policies and requirements.

13.
The appraiser will also need to acquire a range of background information appropriate to the appraisee's wider professional responsibilities, for example, the school's statements of aims and objectives, pastoral arrangements, equal opportunities policies or departmental policies.

14.
The appraiser should have a copy of the appraisee's job description and, if relevant, the previous appraisal statement.

15.
One purpose of the initial meeting is for the appraiser and appraisee to aim to agree what information it would be appropriate to collect for the purpose of the appraisal, from what sources and by what methods.

16.
When interviewing people providing information as part of an appraisal, the appraiser should explain the purpose of the interview and the way in which information will be treated.

17.
Those giving information should be encouraged to make fair and considered comments which they are prepared to acknowledge and to substantiate if required.

18.
Any submissions should remain confidential to the person providing the information, the appraiser and the appraisee.

19.
Those offering significantly critical comments should be asked to discuss them directly with the appraisee before they are used as appraisal information.  (The substance of performance, grievance or disciplinary proceedings should never be used in the appraisal process.)

20.
Except where personal opinion is specifically sought (for example where an appraiser is attempting to gauge staff reactions to a particular innovation), care should be taken to ensure that information is sought and presented in an objective way.

21.
Appraisers should positively promote equality of opportunity by actively encouraging all teachers, including women teachers and teachers from the ethnic minorities, who have management potential to develop their skills and seek management responsibility.

22.
Once an appraisal statement has been agreed, all other documents relevant to the appraisal should be destroyed.

Decisions Relating to Pay, Promotion, Dismissal or Discipline of Teachers
23.
Disciplinary or unsatisfactory performance proceedings should never be instituted on the basis of a teacher's Appraisal Statement.  Any matter, that under any other circumstances could lead to dismissal or disciplinary/performance procedures, of which the appraiser becomes aware during the appraisal process, will be dealt with separately from the appraisal procedure.

24.
In the event of being called upon to advise those responsible for taking decisions relating to discipline or dismissal, a head teacher, the Director of Education or his/her representative or the representative of the appropriate Diocesan Body, may take into account relevant information from an appraisal statement if he/she decides that such a course of action is appropriate.

25.
The appraisal process should be totally separate and distinct from any performance assessment procedures used to advise governing bodies on the use of their discretion with respect to pay or promotion.

Guidance Specific to Head Teacher Appraisal
26.
The head teacher's appraisers must be familiar with current national and LEA policies, Diocesan policy (where relevant) and requirements with regard to curriculum, special needs, equal opportunities, staffing and cover, disciplinary and grievance procedures and other such matters relating to school management.

27.
The head teacher's appraisers will also need a wide range of background information about the school and its context including:


-
the School Mission Statement;


‑
the School Development Plan;


‑
curricular policies;


‑
general organisation and deployment of staff;


‑
composition and organisation of the governing body;


‑
links with home, outside bodies and other schools;


‑
the pattern of meetings with staff and with parents;


‑
school activities and routines including assessment and recording systems, examination results, calendar of events;


‑
staff appraisal and development arrangements and arrangements for induction and probation; and


‑
financial and management systems.


This information should be assembled by the appraisee head teacher, who may also provide any supplementary information.

28.
The appraisers should obtain a copy of the head teacher's job description and, if relevant, of the previous appraisal statement.

29.
The appraisers should, after consultation with the head teacher, seek to offer the governing body an opportunity to submit comments to the appraisers designed to inform the appraisal interview.  The arrangements by which this information is collected should be agreed between the head teacher and the governing body.

APPENDIX 4.3: TEACHER APPRAISAL – GUIDELINES
The object of these guidelines is to summarise key points and expand upon, rather than repeat, the guidance in DES Circular 12/91 "School Teacher Appraisal", which accompanied the Education (School Teacher Appraisal) Regulations, 1991.

This guidance draws on the experience of Croydon's pilot project on Teacher Appraisal and the good practice which has developed in Croydon schools.

It is recommended that these guidelines are read in conjunction with Circular 12/91 and the Authority Policy Statement and Code of Practice on Teacher Appraisal.  The relevant paragraph numbers of the Circular are indicated on the right hand side of each page.

	1. Who is Appraised?
· All qualified teachers, except probationary teachers, employed on contracts of at least one year's duration to work full time, or at least 40% full time, at a single school.

· Additionally all other full time teachers and part time teachers with contracts of at least 40% of full time and at least one year's duration, who are employed to support and provide services to schools, should be offered the opportunity.
	(7-9 incl)

	2. What Does Appraisal Involve and What is the Timescale?
· Appraisal must take place on a two year cycle.  The components of this cycle should be as follows: 
· An initial meeting between appraisee and appraiser.
· Self appraisal by the appraisee.

· Classroom observation and/or task observation as appropriate, of appraisee by appraiser on at least two occasions.

· An appraisal interview in an appropriate setting in which targets for action are established.


· The completion of an Appraisal Statement before the end of the first year of the appraisal cycle.

· Follow up, in the second year of the appraisal cycle, including a review meeting between the appraiser and the appraisee with notes made on all copies of the appraisal statement.


· The appraisal process should be programmed as part of a teacher's directed time (1,265 hours per school year).

	(12-14 incl.

31-42 incl 58, 59)

	3. Who Appraises?

· Appraiser is appointed by the head teacher.

· Appraiser should, wherever possible, already have management responsibility for the teacher.

· No appraiser should be responsible for more than four appraisees.

· Head teachers should not refuse requests from staff for an alternative appraiser if there are particular circumstances which suggest that this might be appropriate.  Such circumstances are likely to be exceptional.


	(17, 21, 22)


	4. What is the Starting Point for Appraisal?

· An accurate and up to date agreed job description.  This is essential.

	19,20)

	5. What Criteria Should be Used to Appraise Performance in Teaching and Management?

· Appraisal process should normally focus on four to five agreed areas in order for the process to be sufficiently detailed to be of use to the appraisee.

· Irrespective of the nature of the agreed areas, the appraisal process should always be conducted against a background of certain expectations, i.e, that:

· the teacher's practice, exemplified by his/her lesson preparation, planning, use of resources, record-keeping, attention to equality of opportunity and evaluation will maximise the learning opportunities and the achievement of each pupil in his/her care


· the teacher has appropriate knowledge and is fully conversant with the national and local curriculum policy requirements relevant to his/her work;

· the teacher promotes the school's aims by both working within and contributing to the development of school policies;

· the teacher actively contributes to the school's academic and pastoral curriculum by, for example, promoting good discipline and demonstrating a commitment to the provision of equal opportunities for all pupils;

· those teachers with specific additional responsibilities exercise appropriate leadership, organisational and management skills to ensure that these responsibilities are fulfilled in accordance with the requirements of the job description and a high standard of professionalism



	(60-62 incl)


	6. What Information Should be Collected, and How?


· Sources of appropriate information and method of collection should be agreed, in particular:


· what use is to be made of existing documentary information?;

· how should teachers and others be approached for information if it is felt appropriate to collect such information?


· "General" classroom observation is not recommended unless such a session is being used initially to clarify what the focus of a subsequent observation might be.


· The focus for classroom observation or task observation (or indeed any other information) should be clear and agreed before the observation is carried out.

· The "stance" of the observer in the classroom should be discussed and agreed before the period of observation takes place (e.g. consider the impact of the observer in the classroom, how notes will be taken, whether the observer will participate or be silent in the classroom).

	(32-42 incl)

	7. What is the Appraisal Statement Format?

· Consists of (i) a record of main points and conclusions reached during the appraisal interview; and (ii)
annex containing targets for action set.


· Appraiser, in consultation with the appraisee, prepares the appraisal statement.


· Appraiser and appraisee both sign the statement.


· Appraisee may add written comments to the appraisal statement within 20 working days of first having access to it.  The appraiser should countersign the additions.


	(31, 53)

	8. Who Sees the Appraisal Statement?

Appraisal Statements are confidential documents.


· Appraisee and appraiser keep a copy.


· Head teacher also receives a copy if head teacher is not the appraiser.


· New appraisers should be supplied with a copy of the previous appraisal statement, if relevant, or, if appointed mid cycle, the current appraisal statement.


· On request:
-
Director of Education is entitled to receive a copy of the appraisal statement of any teacher. (However the Director of Education will not normally request copies of appraisal statements other than for head teachers and deputy head teachers, whose statements will be used to inform confidential references provided by the Director of Education in relation to appointments.)


-
Chairman of governing body (no other governor) may receive copies of the targets for action of the teachers in the school.  (However, it is strongly recommended that the whole governing body is informed instead by means of a summary from the head teacher in his/her report to the governing body rather than the chairman only having access to this information - see paragraph 13).


-
Relevant targets for professional development and training may be passed by the head teacher to those responsible for staff development in the school and LEA.

9. How Should Confidentiality of the Appraisal Statement be Protected?


· Appraisal statement should be kept in a secure place, stored either separately from any personal file, or, if stored within the personal file, in an envelope sealed by the head teacher and clearly labelled with the instruction that the envelope should only be opened by the head teacher.


· Statement must be kept by the head teacher until the equivalent of two appraisal cycles has been completed.


	(52-57 incl)

	10. What Can Happen if the Appraisee is Unhappy About The Appraisal Statement Content?


· Appraisee can register his/her disagreement in the appraisal statement.


· In the event of a serious disagreement, appraisee can complain to the head teacher about the appraisal statement within 20 working days of first having access to it.  [If head teacher is the appraiser, or the appraisee is a head teacher, the complaint should be directed to the Director of Education.]


· Head teacher (or, where relevant, the Director of Education) must then appoint somebody who has not had any prior involvement in the appraisal to act as a Review Officer.  The review officer is entitled to receive a copy of the appraisal statement under dispute, and also if appropriate, a copy of the appraisal statement for the previous appraisal cycle.


· If there is nobody within the school judged to be impartial who could act as the review officer, the Director of Education will appoint a suitable review officer from outside the school.


· The review officer must meet with the appraiser and appraisee together.  Appraisee can be accompanied at this meeting by a friend or representative of a professional association.  Meeting should follow the format recommended by the LEA (see Appendix 4.5).


· The review officer should take account of any representations made by the appraisee and may:


a) order the appraisal to stand with or without observations of his/her own; or
b) with the agreement of the appraiser amend the appraisal statement; or
c) order that the appraisal statement be expunged and order a new appraisal.

· If a new appraisal is ordered the head teacher must appoint a new appraiser for the teacher and a totally new appraisal process must commence.


	(63)

	11. What About Deputy Head Teacher Appraisal ?

· 
Follows a similar pattern to teacher appraisal.

· Deputies are normally appraised by their head teacher.  Exceptionally, a deputy may request two appraisers.  If there are particular circumstances which suggest that this may be appropriate, the Director of Education will appoint a second appraiser.  (In the case of a voluntary aided school, this would be after consultation with the governing body).

· Criteria used to appraise performance should, in addition to the job description, take account of the conditions of service requirements for deputies which are different from other teachers.

· In addition to classroom observation, deputy head teacher appraisal should include at least one agreed focus which relates to the leadership and managerial skills required of such post-holders.

· Director of Education receives a copy of the deputy head teacher's appraisal statement.


	(30)

	12. What About Head Teacher Appraisal?

· Follows a similar pattern to teacher appraisal.


· All head teachers have two appraisers appointed by the Director of Education after consultation with the school governing body.  One appraiser will be a serving head teacher of a similar phase school and the other will be an inspector or education officer of the Authority.  (In the case of voluntary aided schools, slightly different consultation arrangements will apply).


· The maximum number of head teachers that a head teacher might be asked to appraise would be three.

· Criteria for appraising performance should include:


· leadership, management and communication skills in maintaining and raising the effectiveness of pupils' learning and thereby their achievement, and in establishing and reviewing school policies consistent with the aims of the school and all aspects of its school development plan;

· establishment and delivery of an effective curriculum appropriate to pupils' needs which is in accordance with the requirements of national and local curriculum policies and policies of the governing body;

· effective use of human and other resources in order to further the aims of the school;

· establishment, maintenance, development and evaluation of management information procedures and systems;

· maintenance and development of a learning environment conducive to raising standards and to ensuring equality of opportunity for all pupils and adults within the school community.

· In addition to task observation, classroom observation should be part of the appraisal process for all heads who have a timetabled teaching commitment.

· Director of Education and chairman of school's governing body (no other governor) each receive a copy of the head teacher's appraisal statement.



	(23-29 incl

43-51 incl)

	13. What is the Role of the Governing Body?


· Head teachers should seek the approval of the governing body for all aspects of the implementation of appraisal within the school in accordance with the requirements of the Regulations and the Authority's Policy Statement and Code of Practice.


· Governing body should receive an annual report from the head teacher on the operation of appraisal within the school.


· Head teacher's report to the governing body should, without attributing targets to individuals, summarise:

· the targets for action from the annexes of teachers' appraisal statements
· progress in achieving past targets;


· the implications for the staff professional development plan arising from the appraisal process;
· resource allocation decisions deriving from the appraisal process which may need to be made.

· Governing body should determine in consultation with the head teacher, the arrangements by which it would wish to submit comments to the head teacher's appraisers in order to inform the head teacher's appraisal interview.


	(5, 64-67 incl)

	14. What is the Role of the LEA?


· Responsible for ensuring that appraisal is implemented in the Authority's schools in accordance with the requirements of the regulations.

· Wholly responsible for selecting appraisers of head teachers of controlled and county schools.  Shares the responsibility with the governing body in the case of voluntary aided schools.

· Must appoint review officer(s) in the event of a complaint where a head teacher is either an appraisee or appraiser.

· Responsible for keeping records of progress in the introduction of appraisal.

· Has overall responsibility for monitoring and evaluating all aspects of the appraisal process in the Authority's schools.



	(4-6 incl.  3,63,71)


APPENDIX 4.4:  APPOINTMENT OF HEAD TEACHER APPRAISERS
These supplementary notes should be read in conjunction with the Authority's April, 1992 publication "Teacher Appraisal".  The Policy Statement, Code of Practice and guidelines given in that document provide the context in which head teacher appraisal should be undertaken.

1. For County and Voluntary Controlled Schools, the Director of Education will appoint two appraisers for each head teacher after consultation with the relevant school's governing body.

In the case of Voluntary Aided Schools, the Authority and the governing body will endeavour to agree on the appointment of two appraisers for the head teacher of the school.

2. One appraiser shall be an inspector or Education Officer of the Authority; the other appraiser shall be a serving head teacher from within the Authority.  (In Voluntary Aided Schools the head teacher appraiser may be drawn from outside the Authority).

Additionally, in the case of secondary schools, collaborative arrangements will exist with Bromley Local Education Authority whereby the head teacher appraiser may also be drawn from Bromley.

3. In the case of Voluntary Aided Denominational Schools, Dioceses and governing bodies will be consulted before the choice of the head teacher appraiser is made.

The head teacher appraiser nominated by the Director of Education will be selected from the list of approved head teacher appraisers supplied to the Authority by the relevant Diocese.

4. It is intended that the appraisers will play an equally significant part in the appraisal process.  Each stage of the appraisal process will involve both appraisers and the relevant head teacher.

5. The LEA inspector or Education Officer will co-ordinate the appraisal process in the sense that he/she will take responsibility for initiating the administrative arrangements of the head teacher appraisal and will be responsible for drafting agreed statements and sending documentation as appropriate.

6. The regulations require that at least one appraiser of a head teacher observes the head either teaching or performing other duties on at least two occasions.   Ideally, both appraisers should be involved in the collection of this information as part of the overall appraisal process, but if only one appraiser is available for these observations it is recommended that the head teacher appraiser should undertake this role.



Criteria for Head Teacher Appraiser Selection
7.
Head teacher appraisers will be appointed to appraise other head teachers on the basis of the following criteria.


The head teacher appraiser would:

(i.) have undertaken appraisal training;

(ii.) in the case of primary and secondary schools, currently be the head of a similar phase* school;

(iii.) in the case of special schools, currently be the head of a special school;

(iv.) be the head of a school which is not perceived to be a competitor of the appraisee head teacher's school;

(v.) not be asked to appraise any head who had been involved at any time in his/her own appraisal; and

(vi.) not be a head in his/her first year of first appointment as a head teacher.

*Schools are formally designed as belonging to either the primary or secondary phase.  Nursery, infant, junior and primary schools are allocated to the primary phase.  Schools for the 11-16 and 11-18 age ranges are considered to be secondary phase.

8.
Head teacher appraisers will be appointed on a rota basis from the list, maintained by the Authority, of head teachers of similar phase schools.


Administrative Arrangements
9. The Education Officer (Personnel) is the responsible officer within the Authority for monitoring the implementation of appraisal in the Authority's schools and securing the necessary arrangements for head teacher appraisal.

10. It is intended that the first cohort of head teachers to be appraised should be identified in July, 1992.  Head teachers will not be expected to be appraised until they have received the appropriate appraisal training.

11. The Education Officer (Personnel) will write to each head teacher to be appraised indicating the names of the intended appraisers.  This letter will be sent to the head teacher in confidence and will include reference to the fact that exceptionally the head may request an alternative appraiser if there are particular professional or personal reasons which suggest that one of the appointed appraisers may not be appropriate.  A response within two weeks of receipt will be required if a head wishes to object to a proposed appointee.

12. Two weeks after the initial letter has been sent to the head teacher, the Education Officer (Personnel) will consult with the relevant governing body by writing to the chairman of the governing body giving the names of the proposed appointee appraisers of the head teacher and the date of the proposed commencement of the appraisal process.

As part of this consultation exercise, the chairman will be asked to confirm the arrangements decided by the governing body by which its comments would be submitted to the head teacher's appraisers in order to inform the head's appraisal process.

13. The two appraisers of the head teacher will be notified of their appointment by the the HR & OD Service and of the timescale in which the appraisal process should take place.

14. The inspector or Education Officer appraiser will be responsible for ensuring that the head teacher's completed appraisal statement is passed to the Education Officer (Personnel).  In the second year of the appraisal cycle this appraiser will similarly be responsible for forwarding details of revised targets (if any) to the Education Officer (Personnel).


Storage of Appraisal Statements
15. 
Security and confidentiality are key issues.  Only the appraisee head teacher, his/her two appraisers, the Director of Education and the chairman of the governing body have the right to receive a copy of the head teacher's appraisal statement when it is completed.

16. 
In the interests of ensuring security and confidentiality, it is recommended that those involved in the head teacher's appraisal process agree to limit the number of copies of the appraisal statement produced to two.  One copy would be passed to the Director of Education and one would be stored in a secure place on the school premises, where it would be accessible to the appraisers on request.

17. 
For the reasons described above, it is similarly recommended that a governing body should give consideration to recommending that the copy of the head teacher's appraisal statement stored within the school should be deemed to serve as the chairman of the governing body's copy.  The appraisal statement would not then leave the school premises but would be read and lodged in a mutually acceptable and secure place within the school, where it would be accessible to the chairman on request.

18. 
Copies of head teachers' appraisal statements which are passed to the Director of Education will be stored separately from personal files in a secure place.

APPENDIX 4.5:  PROCEDURE FOR REVIEW OFFICER MEETING IN THE EVENT OF A COMPLAINT ABOUT THE CONTENT OF AN APPRAISAL STATEMENT
All appraisees may, in the event of a serious disagreement about the appraisal statement content, have their complaint investigated by a review officer.

In the event of such a complaint by a head teacher, two review officers would be appointed.

Members of the the HR & OD Service are available to assist and advise review officers on procedural matters, both before and during the meeting at which the complaint is investigated.

The review officers must be appointed in accordance with the requirements of the Education (School Teacher Appraisal) Regulations 1991.

PROCEDURE
1.
The review officer(s) meet(s) with the appraiser(s) and appraisee together.  All present at the meeting should previously have received copies of the appraisal statement under dispute and the written statement from the appraisee setting out the nature of the complaint.

2.
The appraisee may be accompanied at the meeting by a friend, colleague or representative of his/her professional association or trade union.

3.
The review officer(s) will invite the appraisee or his/her representative to explain the nature of the complaint.  The appraiser(s) and review officer(s) may question the appraisee.

4.
The review officer(s) will invite the appraiser(s) to respond to the complaint.  The review officer(s) and appraisee may question the appraiser(s).

5.
Both parties, the appraiser(s) followed by the appraisee or his/her representative may sum up their statements if they so wish.

6.
The review officer(s) will ensure that any points of uncertainty on information already given are clarified before the end of the meeting.  Any proposals to secure agreement on an amended appraisal statement (if appropriate) will be discussed with all parties present before the end of the meeting.

7.
The appraiser(s), appraisee and his/her representative will then withdraw.


The review officer(s) will take account of the representations made by the appraisee and may:


(a)
order the appraisal to stand with or without observations of his/her own; or

(b)
with the agreement of the appraiser(s) amend the appraisal statement; or

(c)
order that the appraisal statement be expunged and order a new appraisal.


If a new appraisal is ordered the head teacher (or, where relevant, the Director of Education) must appoint a new appraiser for the teacher or, in the case of a head teacher two new appraisers, and a totally new appraisal process must commence.

8.
The review officer(s) will normally announce the decision in writing to the appraiser(s) and appraisee within seven working days of the end of the meeting.

9.
The decision of the review officer(s) is final.  There is no right of appeal against the decision.
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