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1. Purpose  

This policy sets out the framework for a clear and consistent assessment of the overall 
performance and development of all employees via our appraisal practice. It includes details 
of appraisal including reference to standards for all roles and levels of responsibility, as well 
as guidance for academic observations. 
 
Appraisals at CATS Global Schools will be a supportive and developmental process designed 
to ensure all employees have the skills and support they need to carry out their role effectively 
and to inform continuing professional development and training. We wish to encourage a 
culture in which all employees take responsibility for improving their performance through 
engaging with meaningful objectives and professional development and training, which will 
be linked to our Group values, the priorities of the local centre or department and the needs 
and aspirations of the individual employee. 
 

2. Why appraisals matter  
 
Appraisals are an opportunity to reflect, grow, and connect. They are an opportunity for: 
 

• Clarity: They give each of us space to reflect on what’s gone well and what could be 
improved. 

• Support: They ensure staff feel recognised and supported, and that managers can 
provide meaningful feedback. 

• Engagement: Research shows employees with clear goals and regular feedback are 
more engaged and motivated. 

• Direction: They help align individual objectives with school and group priorities. 
• Wellbeing: Done well, appraisals are conversations that make work easier, not harder. 

 

3. Application of the policy  
 
This policy will apply to all employees, except those on probation or contracts of less than one 
term/ 3 months.   Newly qualified teaching staff will be observed under their own induction 
schedule.  The Group’s Performance Improvement Procedure is a separate process and will 
be applied as appropriate.      
 
 
 
 



 
 
4. The Appraisal Period  
 
The appraisal period runs annually from October to September 

 
Annual Appraisal Meeting 

 
This meeting should take place in September or October, with objectives agreed and 
uploaded to BlueSky (or recorded as agreed within your school) no later than the end of 
November  

 
1:1 meetings & Quarterly Reviews  

 
These should be held regularly between line manager & employee (monthly at a minimum). 
At least once per quarter progress against objectives should be reviewed, and this should 
be noted on BlueSky (or recorded as agreed within your school) at the mid-year point as a 
minimum. Please see section 9 and 10 of this policy on Reviewing Performance and 
Feedback. 

 
Informal Feedback, Check Ins, Conversation  

 
Conversation about performance, development and wellbeing should be continuous and 
ongoing throughout the appraisal cycle  
 
 

 
 
 

* Employees on a fixed term contract of less than one year will have their performance managed in accordance with the principles 
underpinning this policy, but the length of the appraisal period will be determined by the duration of their contract.  



 
 

5. The Appraisal Meeting 
 
The appraisal meeting is designed to be a constructive, forward-looking conversation that 
balances reflection with motivation. It is not only about assessing performance, but also about 
recognising achievements, identifying opportunities for growth, and setting clear, meaningful 
objectives that keep employees engaged and supported. 
 
Each employee’s performance will be formally assessed in respect of the appraisal period, 
and the discussion will be documented on the appraisal form. Employees will receive this form 
as soon as practicable following the meeting, with the opportunity to add their own written 
comments. 
 
The appraisal form will capture: 
 

• Objectives for the appraisal period - both business and personal, aligned with the 
FAST model (Frequently discussed, Ambitious, Specific, Transparent - see Appendix 
1) 

• An assessment of performance - considering how the employee has met their 
objectives and fulfilled the responsibilities of their role. 

• Development and training needs - identifying any support, resources, or learning 
opportunities required to help the employee succeed. 

• Comments from both appraiser and appraisee - to ensure the appraisal reflects a 
genuine two-way dialogue. 

• When setting objectives, it is important to create a healthy balance between business 
and personal growth: 

o Business objectives (1–3 recommended): These should link directly to 
company and team priorities, ensuring that each individual’s work contributes 
to the wider success of the school and organisation. 

o Personal objectives (2–3 recommended): These focus on the individual - what 
will help them perform better in their role, develop new skills, or grow 
professionally. 

• By combining business and personal objectives, appraisals help employees feel both 
aligned with the bigger picture and valued as individuals. This balance not only 
strengthens engagement but also ensures the objectives set are both motivating and 
achievable. 

• The assessment of performance and identification of development needs during the 
appraisal will directly inform planning for the following year, creating a continuous 
cycle of growth and improvement. 

 
6. Holding an Effective Appraisal  
 
Appraisals work best when they feel natural, supportive, and engaging. To achieve this: 
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• Hold the meeting in setting where all parties feel relaxed a relaxed and comfortable - 
this could be a quiet office, over coffee, even on a walk. 

• Make it a conversation and prepare by drafting a list of key questions to be discussed. 
They might be as simple as: 

1. What’s gone well this year? 
2. What could be even better? 
3. What support is needed to get there? 

• Set objectives that are meaningful and motivating and FAST (see Appendix 1). 
• Use BlueSky as a tool to track and support. 
• Keep the conversation alive through the year - quick check-ins go a long way. 

 
7. Role of Appraiser 
 
In most cases, an employee’s appraiser will be their line manager. However, there may be 
occasions during the year - particularly in teaching roles - where elements of performance 
review are more appropriately undertaken by another relevant colleague. 
 
The appraiser plays a central role in ensuring that the appraisal is constructive, fair, and 
supportive. Their responsibilities include: 
 

• Arranging and preparing for the appraisal meeting: Ensuring a formal appraisal 
meeting is scheduled and that both parties have access to the necessary 
documentation (this policy, the previous year’s objectives, and the self-appraisal pro 
forma as a minimum). 

• Gathering evidence and feedback: Seeking input from other relevant colleagues where 
appropriate, to ensure the review reflects the full scope of the employee’s role. For 
example, 360-degree feedback may be used for those in leadership or responsibility 
posts. 

• Agreeing objectives: Confirming objectives with the employee before, or as soon as 
possible after, the start of the appraisal period. While the appraiser and employee 
should work together to agree objectives, if consensus cannot be reached, the 
appraiser will determine them. Objectives may be updated if circumstances change. 

• Applying the FAST framework: Ensuring objectives are Frequently Discussed, 
Ambitious, Specific, and Transparent, and are tailored appropriately to the employee’s 
role and level of experience. (See Appendix 1 for further detail.) 

• Providing support: Helping the employee to access the guidance, resources, or 
professional development opportunities they need to achieve their objectives. 

• Maintaining regular dialogue: Meeting with the employee throughout the appraisal 
cycle to give timely, constructive feedback, celebrate progress, and address any 
barriers or further support needs. 
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By fulfilling these responsibilities, appraisers ensure the process is not simply a compliance 
requirement but a valuable, ongoing conversation that supports professional growth and the 
success of the wider school community. 
 

8. The Role of Appraisee 
Employees play an active role in making their appraisal meaningful. It is not just a process 
carried out for them, but a collaborative opportunity to reflect, shape their objectives, and take 
ownership of their professional growth. Each employee is therefore expected to take 
responsibility for their own performance & development by engaging openly and 
constructively in appraisal discussions. This includes (but is not limited to): 
 

• Completing the self-appraisal form in advance of the formal appraisal meeting and 
gathering any relevant documentation to support the discussion. The self-appraisal 
pro forma can be accessed in the public area on SharePoint under Policies. 

• Preparing thoughtfully for the appraisal by reflecting on the past year, identifying key 
achievements and challenges, and considering objectives that may be appropriate for 
the year ahead. 

• Identifying support needs and being proactive in requesting the training, resources, or 
guidance required to meet agreed objectives successfully. 

• Engaging in honest self-reflection, including recognising strengths and being 
constructively self-critical when evaluating progress towards objectives. 

• By approaching the process in this way, employees ensure their appraisal is not a one-
way assessment, but a meaningful dialogue that helps to clarify expectations, 
highlight successes, and provide a clear pathway for future growth.  

 

9. Reviewing Performance 
 
Performance should never feel like a once-a-year conversation - it is a continuous 
conversation. Objectives set at the beginning of each appraisal cycle should be reviewed and 
monitored frequently to ensure they remain relevant, realistic, and motivating. This allows 
employees to access support when needed and ensures timely, constructive feedback is 
given. 
 

• Annual appraisal meeting: This takes place in September or October, with agreed 
objectives uploaded to BlueSky (or recorded as agreed within your school) no later 
than the end of November. 

• Regular 1:1 meetings: Line managers and employees should meet regularly (monthly 
as a minimum). Time should be dedicated to reviewing progress against objectives in 
your 1:1 quarterly (minimum) and at least once per during the year (mid-year point) 
objective progress should be noted on BlueSky (or recorded as agreed within your 
school). 
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• Ongoing conversations: Informal check-ins and discussions about performance, 
development, and wellbeing should happen throughout the year - not just during 
formal meetings. 

 
The job description should also be reviewed annually to confirm it remains relevant and that 
both parties are clear on expectations.  
 
For teaching staff, the ability to deliver quality education is directly linked to performance. 
Teaching colleagues will therefore be assessed against the agreed standards adopted by their 
education brand. (For more detail, please see Appendix 2.) 
 

10. Feedback 
 
Feedback should be timely, constructive, and designed to engage employees in their own 
development. It should celebrate strengths as well as highlight areas where support may be 
required. 
 

• Immediate feedback: After a lesson observation or whenever other feedback arises, 
the employee should receive feedback as soon as practicable. 

• Constructive and balanced: Feedback should identify specific strengths and areas for 
growth and be documented. 

• Continuous dialogue: Beyond formal feedback points, ongoing informal conversations 
should take place to keep performance and development “alive” throughout the cycle. 

 
Where concerns about performance arise, the appraiser will meet with the employee to: 
 

• Give clear, documented feedback on the concerns. 
• Provide the opportunity for open discussion. 
• Agree on targeted support (e.g. coaching, mentoring, structured observations). 
• Set clear expectations on how progress will be reviewed, including realistic timelines 

for improvement. 
• Explain the implications if insufficient progress is made (Please refer to the 

Performance Improvement Policy) 
• If progress reviews confirm that sufficient improvement has been made, the appraisal 

process will continue as normal, with remaining issues addressed constructively along 
the way. 

 

11.  General Principles  
 
Consistency of Treatment and Fairness 
CATS Global Schools is committed to ensuring consistency and fairness of treatment. It will 
abide by all relevant equality legislation. 
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Disputes 
In trying to ensure appraisal documentation accurately reflects the appraisal meeting and 
captures points made by both appraiser and appraisee both parties are requested to read and 
sign the Appraisal form.  On occasions where there is a dispute over what is recorded, the 
appraisee should note their objection within the comments and sign the form accordingly. 
 
Monitoring and Evaluation  
HR will monitor the operation and effectiveness of appraisal arrangements.  
 
Performance Management 
If the appraiser is not satisfied with progress or performance, the employee will be notified in 
writing that their performance will be managed under the Performance Improvement 
Procedure.  
 

Appendix 1   
 
Setting FAST Objectives 
 
FREQUENTLY DISCUSSED 
Goals should be embedded in ongoing discussions to review progress, allocate resources, 
prioritise initiatives and provide feedback. 
 
AMBITIOUS 
Objectives should be challenging enough to you, allowing for development and improving 
quality amongst the service. However they must also be attainable.  Setting objectives that 
are too difficult to complete will potentially act as a demotivating factor as opposed to 
promoting good performance. Objectives should also take account of skills, knowledge and 
resources needed to achieve them and whether there is any training or development required. 
 
SPECIFIC 
Goals are translated to concrete metrics and milestones that ensure clarity on how to achieve 
each goal and measure progress. 
 
TRANSPARENT 
Goals and performance information should be clear and easily accessible for the employee to 
see, review and access at any point.  
 

Appendix 2   
 
Reviewing Teaching Performance 
 
Observation Arrangements: 
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CATS Global Schools believes that observation of classroom practice and other 
responsibilities is important both as a way of assessing performance, in order to identify any 
particular strengths and areas for development, and in gaining useful information which can 
inform CATS Global Schools improvement more generally. All observations will be carried out 
in a supportive fashion using the lesson observation pro-formas adopted by the education 
brand. 
 
Teaching staff performance will be regularly observed but the amount and type of classroom 
observation will depend on the individual circumstances and the overall needs of CATS Global 
Schools. Staff should expect to be formally observed at least twice in the course of the year 
with other observations as needed.  Those who are newly qualified and subject to a 
probationary period will be observed at least once in the probation period.  Formal 
Observations will involve at least two different assessors during the year or be paired.  
Assessors will normally be selected from within the reporting line or be a member of teaching 
staff with advanced skills. 
 
Academic leaders will regularly monitor teaching and learning in curriculum areas using the 
agreed pro forma. 
   
In addition to formal observations and ‘peer visits’, College, Schools or Centre leaders with 
responsibility for teaching standards may “drop in” to observe teaching activities and to check 
that high standards of professional performance are established and maintained. The length 
and frequency of “drop in” observations will vary depending on specific circumstances.  
 
Teaching staff who have responsibilities outside the classroom should also expect to have 
their performance of those responsibilities observed and assessed.  
 
Observation Grading: 
Lesson Observations will be conducted and graded according to the relevant guidance 
adopted by the education brand. 
Where teaching staff receive an outcome that is ‘inadequate’ they will in all cases be re-
observed within four weeks of the initial observation.  Where possible this will be done by an 
alternative assessor to ensure a transparent process.  If an alternative assessor cannot be 
allocated, then a paired observation should be undertaken.  
Where teaching staff receive an ‘inadequate’ grade due to health and safety or safeguarding 
implications, the College or Centre leader, at their own discretion, may remove the individual 
from the timetable to allow for appropriate intervention.  
A meeting will be undertaken to discuss immediate and necessary remedies and any further 
action required. If appropriate, an action plan will be put in place and will be used to inform 
objective setting.  
 
Teaching staff receiving “satisfactory” grades will in all cases be expected to achieve at least 
a “good” grading at the next observation and appropriate support will be given.  Those 
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receiving two “satisfactory” grades in succession will be invited to an informal review 
meeting.   
 
The performance improvement procedure will be implemented, as appropriate, for teaching 
staff receiving consistent “unsatisfactory” grades and will be considered for those with 
consistent “satisfactory” grades.  As part of this procedure consideration will be given to 
factors detrimentally affecting performance which might be regarded as temporary and/or 
more permanent disability related factors which could be improved with reasonable 
adjustments. 
 
Observation Disputes: 
Lesson observations are an important part of the performance and quality management of 
our business and will be carried out consistently and sensitively by trained assessors.  
Comments on grading are welcomed and noted as part of the process.  Where an individual 
feels their observation has not been conducted appropriately, they are encouraged to discuss 
it with the assessor at the time of verbal feedback.  Alternatively, the member of staff may 
write to the College or Centre leader within 5 working days of the feedback session.  The 
College or Centre leader will seek to resolve the issue and will take appropriate action as 
necessary. 
 
Action Plan: 
In all cases regardless of the outcome (grade) of the lesson observation an action plan should 
be produced to aid staff development.  
The action plan will include: - 
 

• The outcomes of the lesson observation 
• An assessment of the training and development needs, together with the 

identification of actions that should be undertaken to address these needs 
• Comments and feedback from the individual observed 

Appraisal of student work: 
Teaching staff will have the work of their classes regularly appraised. The work should show 
progression and, where applicable, marking and assessment should indicate to the student 
their current grade and what they need to do to improve. This should include self and peer 
assessment.  
 

Student progress: 
Analysis of progress and attainment is carried out through regular scrutiny of student data. 

 
Student feedback: 
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Standard student feedback methods are used, the data of which are analysed by 
College/Centre leaders and can be used for appraisal purposes. 

 
Teaching staff with additional responsibility: 
The objectives or targets are linked to the performance of their team, ensuring that good or 
better teaching is consistently evidenced and that any weaknesses are addressed. In addition, 
these members of staff must demonstrate good governance of their area of responsibility, to 
include (where appropriate) prudent budgeting, timely examination entries and analysis, and 
the support of their team in upholding high standards of student attendance and behaviour. 
For some, this objective will link to student attrition.  This list is not exclusive. 
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