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Mission Statement 

 

Holy Cross Primary School is a Catholic School.  

We seek to provide a broad, balanced Christian 

education which aims to help each child develop 

their full potential. 

 

We are a worshipping community which 

recognises the uniqueness of the individual and 

aims to promote the Gospel values of love and 

respect for God and one another.  We open 

ourselves to others and respect their ways of 

thinking and living. 

 

The school encourages effective communication 

and good relationships with home, parish and 

wider community. 
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Introduction 
Holy Cross Catholic Primary School is committed to supporting and developing its staff to enable 
them to carry out their work effectively and to fulfil their potential. It is the aim of this policy to 
ensure that staff expect and receive appropriate training to enable them to do their job, meet 
agreed objectives, improve performance and develop skills and knowledge. It will also enable 
good performance to be rewarded through pay progression   
 
Principles 
This policy applies to all staff within the School apart from NQTs and staff employed for less 
than one term. 
 
The performance review will be conducted in such a way that an honest exchange of views is 
encouraged and the employee is treated with respect and consideration.   
 
All performance reviews will be signed off by a moderation panel to ensure that they are a fair 
and reflective assessment of an employee’s performance. 
 
Pay progression based on the performance management review is subject to approval by the 
Governing Body. 
 
The performance management policy will be reviewed on an annual basis. 
 
The appraisal period 
The appraisal period will run for twelve months from 1st September to 31st August the following 
year. 
 
Members of staff who are employed on a fixed term contract of less than one year will have 
their performance managed in accordance with the principles underpinning this policy. The 
length of the period will be determined by the duration of their contract.  
 
Employees who start with the School later than September will have objectives set within the 
first term of commencing with the School consistent with the remaining period of time to the 
end of the academic year. 
   
Appointing Reviewers  
All reviewers appointed by the Head of School to conduct the performance reviews will have 
relevant experience. The employee’s line manager will normally carry out the review If they are 
unable to conduct the appraisal, an appropriately experienced appraiser will be appointed in 
their place.  
 
If legitimate concerns are raised about the choice of reviewer, these will be carefully considered 
and, if the Head of School considers these to be valid, an alternative reviewer will be offered. 
 
Procedure 
Performance management reviews will be held on an annual basis with all such reviews 
completed in October. Six monthly interim reviews will be held in March to assess an 
employee’s progress and to allow any additional support to be put in place to enable them to 
achieve their performance targets. 
 
Prior to the review meeting taking place the employee will complete a pre-review form based 
on their own assessment of their performance over the previous 12 months. This should be 
given to the line manager at least 72 hours prior to the review meeting so that the points that 
they contain can be considered. The employee should also gather together any evidence that 
they feel would be relevant to the review. 
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Employee performance will be assessed with regards to the competency grids for the different 
categories of staff as detailed below: 

 Operations Back Office 

 Operations Front Facing 

 Teaching 

 Educational Support 

 Teaching Management 

 Operations Management 

 Senior Leadership Team 
 
When considering performance in each particular area the employee will be graded either 
exceeded, met or not met the competencies detailed in the competency grid. It is the 
responsibility of the employee to provide evidence as needed on how they meet the criteria in 
the competency grid. During the review meeting the employee and their manager should 
discuss their views on the grading and attempt to reach consensus on the appropriate grade to 
be awarded. If consensus cannot be reached during the meeting, then it is the responsibility of 
the moderation panel to make a final decision on the grade to be allocated. 
 
Once the previous year’s performance has been reviewed and grades allocated the meeting 
should: 

 Explore and resolve any problems in these areas 

 Discuss potential and any future training needs 

 Either set targets to be reviewed in twelve months or highlight areas of weakness to be 
worked on over the following twelve months. 

 
The review form should be completed after the meeting by the line manager and returned to 
the employee. Both parties should sign the form to confirm that they believe that this accurately 
reflects the discussions that took place during the review meeting. 
 
The Head of School’s performance management will be completed by the Executive Principal 
along with two Governors appointed by the Governing Body. 
 
Link to Pay 
Good performance which is recognised during the performance review will give an employee 
the opportunity to progress within their pay scale If the employee has ‘exceeded’ some of the 
criteria or the reviewer can evidence exceptional circumstances which gives them the 
opportunity to progress then the line manager can recommend them for pay progression. The 
line manager will fill out the form detailing why they recommend the employee for pay 
progression, including any evidence as necessary. 
 
The recommendation for pay progression will be passed to the Moderation Panel to make a 
decision, based on the evidence received, on whether to accept the recommendation.  
 
Any pay progression will be backdated to 1st September of that year. Where the 
recommendation is not accepted the member of staff will have the opportunity to appeal. This 
appeal will be made to the governing body. 
 
Any appeal should be made in writing to the Chair of the Governing Body and the appeal will be 
considered by a panel of Governors who will consider information provided by the employee 
and the Moderation Panel before making a decision. The decision will be communicated to the 
employee by the HR department within seven working days. 
 
Setting objectives  
 



 

4 
 

Objectives for the relevant staff will be set during the performance review meeting.  The 
objectives set for each employee, will be Specific, Measurable, Achievable, Realistic and Time-
bound and will be appropriate to the member of staff’s role and level of experience.  The 
reviewer and reviewee will seek to agree the objectives but, if that is not possible, the reviewer 
will determine the objectives. Objectives may be revised if circumstances change.  
 
The objectives set for each employee, if achieved, contribute to the School’s plans for improving 
the School’s educational provision and performance and improving the education of students at 
the School.  
 
It is the responsibility of the reviewee to provide clear evidence to the reviewer showing how 
and when the objectives have been met.  
 
For any objective that is not met mitigating circumstances are always considered and where 
accepted by the Reviewer the objective can be considered as achieved. 
 
For some categories of staff objectives will not be set but areas for development will be 
discussed and actions put in place to improve these over the following twelve months. 
 
Moderation Panel  
The moderation will consist of a panel review of some performance managements picked at 
random and all recommendations for pay progression. The panel will consist of the Executive 
Principal and the Chief Financial and Operating Officer. The HR Manager will facilitate the 
meeting. 
 
The moderation panel will:  

 Review the selected staff member’s performance management outcome; 

 Ensure consistency of levels of achievement aligned to the competencies. 
  
In the event of an outcome which is out of alignment the panel will seek further information 
from the line manager to aid their conclusions. If there is a disparity the panel will alter the staff 
member’s performance outcome and will communicate this to the line manager who will inform 
the relevant staff member.  
 
Concerns about performance 
Where there are concerns about any aspects of the employee’s performance the reviewer will 
meet the staff member formally to:  

 Give clear feedback to the staff member about the nature and seriousness of the concerns. 

 Give the staff member the opportunity to comment and discuss the concerns. 

 Agree any support (e.g. coaching, mentoring, structured observations), that will be 
provided to help address those specific concerns. 

 Make clear how, and by when, the reviewer will assess progress (it may be appropriate to 
revise objectives). 

 Allow sufficient time for improvement; this will be up to a maximum of 8 weeks. 

 Explain the implications and process if no – or insufficient – improvement is made.  
 
In all cases where a teacher is observed performing an unsatisfactory lesson they will have 
targeted support and intervention in line with in-School strategies for helping support teachers.   
 
The manager will be supported by appropriate specialist staff and take advice from HR prior to 
the meeting taking place. 
 
The outcome of the meeting will be recorded and that record agreed by all present, a copy will 
be given to the member of staff. 
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When progress is reviewed, if the reviewer is satisfied that the member of staff has made, or is 
making, sufficient improvement, the performance review process will continue as normal, with 
any remaining issues continuing to be addressed through that process.  
 
Transition to capability  
If the reviewer and/or the Head of School is not satisfied with progress, with advice from HR, the 
staff member will be notified in writing that the performance review system will no longer apply 
and that their performance will be managed under the capability procedure, and will be invited 
to a formal capability meeting 
 
Confidentiality 
Performance management review forms will be only seen by the relevant member of staff, their 
line manager, a senior manager and the HR Manager. A copy will also be held on their Personnel 
file for future reference. 
 
Disagreements 
If there is disagreement during the review process over the discussions held and the outcome of 
the review, then this should progress to the moderation panel to resolve. Feedback from the 
moderation panel will be provided to the line manager and the individual. 
 
In the event of resolution not being found during this step then an employee has the right to 
refer to the grievance procedure to try to resolve any dispute. 
 
Executive Principal’s Performance Management 
The Executive Principal will be appraised by the Governing Body supported by a suitably skilled 
and experienced external adviser who has been appointed by the Full Governing Body (FGB) for 
that purpose. 
 
The FGB will appoint a panel of three Governors, known as the Performance Review Panel, to 
carry out the Executive Principal’s annual review of performance for the preceding academic 
year and to agree objectives for the forthcoming academic year. They will be assisted in this by 
the external advisor appointed by the FGB. 
 
The three appointed governors cannot be members of the Pay Review Panel. 
Performance Management of the Executive Principal will be by an annual review of the success 
in achieving objectives agreed at the beginning of the academic year with the Performance 
Review Panel which are normally derived from the School Strategic Improvement Plan (SIP). 
 
The Executive Principal will also be measured against the competencies of the SLT category of 
staff. 
 
The maximum number of objectives set will be five and at least three of the objectives should be 
set to SMART standards: 
 
Specific – target a specific area for improvement. 
Measurable – quantify or at least suggest an indicator of progress. 
Ambitious – contain an element of challenge. 
Realistic – state what results can realistically be achieved, given available resources. 
Time-related – specify when the result(s) can be achieved 
 
Setting objectives relating to academic outturn can be delayed until data is available to the 
panel on the underlying skills and likely academic attainment of the year group being measured. 
Where objectives relate to academic performance figures the objective will be articulated with 
the phrase “to within 10% (or agreed number) of the outturn figure”. This is intended to 
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accommodate the sensitivity of outturn figures on factors beyond the control of the Executive 
Principal such as student absences on examination days. 
 
For any objective that is not met mitigating circumstances are always considered and where 
accepted by the Performance Review Panel the objective can be considered as achieved. 
Where the Performance Review Panel agrees that the Executive Principal has met all the 
objectives then a pay increase may be recommended. 
 
The recommendation of the Performance Review Panel will be passed to the Pay Review Panel. 
The Executive Principal has the right of appeal to the FGB on any decision of the Performance 
Review Panel. The appeal panel will consist of governors who have not been previously involved 
with the performance or pay review. Staff governors are exempt from this panel.  
 
This performance management process for the Executive Principal will be reviewed and 
confirmed by the FGB at the beginning of each academic year.
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