
SUFFOLK ONE 

LOCAL GOVERNING BODY 

  

Thursday 16 May 2017 at 4.30pm – Board Room 

1. Declaration of Interests  
   
2. Apologies for absence  
   
3. Minutes of the meeting held on 14 March 2017  
   
4. Matters arising from 14 March 2017 meeting  
   
5. Principal’s Report Verbal 
   
6. Key Performance Indicators LGB019 
   
7. Policies and Procedures – to approve LGB020 
 i. Disciplinary Procedure  
 ii. Capability Procedure  
 iii. Grievance Procedure  
 iii. Staff Appraisal and Performance Management Policy  
    
8. Student Exclusion Report Verbal 
   
9. Admissions; Application Decisions Update Report Verbal 
   
10. Any other business  
 i. 2017/18 SAT Calendar of Meetings LGB021 
 ii. Staff Survey Results LGB022 
   
11. Dates of 2016/17 meetings:  
 Tuesday 27 June 2017 at 4.30pm 

Wednesday 11 October 2017 at 4.30pm 
Wednesday 13 December 2017 at 4.30pm 
Thursday 15 March 2018 at 4.30pm 
Tuesday 26 June 2018 at 4.30pm 
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LOCAL GOVERNING BODY 
 
Minutes of the meeting held at 4.30pm on 14 March 2017 

 
Present:  
 
 

I Morgan (Chair) 
R Bamford 
M Humphreys 
A Whittaker, Principal 

E D’Souza (Vice Chair) 
M Firth 
G Shoesmith 

  
In Attendance: J Milsom, Deputy Principal 

M Hughes, Assistant Principal Students 
G Hanser, GFI STEM and FL 
S Hanley, Student Services 
J Robson, Art and Humanities 
G Chittock-Nash, Business, Social Science, Health and Sport 
J Bridges, Clerk 

   Action 
1 Declaration of Interests   
 Governors confirmed that they had no conflicts of interest to declare in relation to 

the items of the agenda. 
  

    
2 Apologies for absence   
 Apologies for absence were received from P Love, I Thom and T Greenacre.    
    
 It was noted that the apologies for absence have been received on a number of 

occasions for P Love. The Chair will make contact with her to assess her future 
intentions concerning her membership and commitment to the Governing Body.   

  
 
IMorgan  

    
3 Minutes of the meeting held on 12 January 2017   
 The minutes of the meeting (minute book pages A144-A146) were agreed as a 

correct record. Approved by a show of hands.  
  

    
4 Matters Arising from the meeting held on 12 January 2017   
 The matters arising from the meeting were summarised in the report (minute book 

pages A147-A154) and all actions reported had either been completed or, where 
appropriate an update had been provided on progress elsewhere on the agenda.  

  

    
 It was noted that the Academy is reviewing the possibility of introducing a Level 

2 qualification in Travel and Tourism and Applied Law Level 3. These courses 
are offered at many Sixth Form Colleges and it is proposed that further research 
of the curriculum structure is undertaken and discussion held with year 11 
students to enable the Academy to establish a market before then considering 
the offer in the 2018/19 academic year. The Board supported this approach and 
it was approved by a show of hands.  

  

    
 The Academies Team at the EFA have confirmed that a simple name change 

will not impact on the terms of the Academy’s funding agreement and it is a 
simple process. The Board approved to change the name of the Academy to 
Suffolk One Sixth Form College. All governors were in favour and expressed 
their approval by a show of hands.  

  

    

Item 8 preceded items 5 to 7 of the meeting   
    

5 Principal’s Termly Report   
The report was received and considered by governors (minute book pages 
A155-A188). 
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Governors were heartened to read the positive messages received from past 
and current students in the paper and appendices reported by the Principal. 
They also received the DfE Performance tables 2016 and while it is difficult to 
get a real understanding of year-on-year performance in the middle of a 
significant qualification reform and reformatting of the data the charts confirm 
that students at the Academy have performed very well in comparison to other 
providers across the wide range of programmes offered.  

  

   
The charts also illustrate how important the performance of students at One, 
given the volume of learners at the College, is to the County’s performance. 
Student numbers are not as big as Colchester or Hills Road but are a significant 
contributor to raising the standards and performance of Sixth Form provision in 
the County. It was noted that the performance tables also show the progress in 
Maths and English for the first time and it is encouraging to see that the students 
at One make really good progress when compared to its competitors.  

  

   
Governors were informed that the Academy continues to improve and upgrade 
its client devices, in line with the strategy. An options paper on the telephone 
system was appended to the Principal’s report and outlines some possible 
solutions and the costs and a recommendation to move this forward. The Board 
were supportive of the proposal outlined in the report.  
 

  

The Board asked if there were any indicators in the performance tables that did 
not reflect positive performance of the Academy. The Principal confirmed that 
points per candidate are no longer reported in the government tables. The 
Academy doesn’t usually perform well against this indicator because it offers a 
mix of A Level and BTECS but it was noted that the Academy does usually score 
well on points per entry. Performance in Norfolk and Suffolk is really good but 
nationally the value added score is down. Governors are expected to receive 
retention tables in the next report to the Board.  

  
 
 
 
 
 
 
AWhittaker 

   
Governors recognised the increased workload involved in resolving a number of 
staff and student problems and asked how these are all being worked through. 
The Deputy Principal confirmed that this has been a particularly demanding 
period for some individuals but models and structures have been changed and 
these are now bringing the improvements required which is increasing the 
satisfaction of staff and students.  

  

   
Governors asked if the Academy has experienced problems recruiting teaching 
staff and nationally it is reported to be difficult particularly in some subject areas. 
All vacancies here have been filled and in some cases vacancies have attracted 
big numbers of applications. The Academy has a good reputation and is a great 
place to work but is not complacent in recognising that recruitment may be 
challenging in the future so the HR team is already working on developing a 
talent pool that can be drawn upon in the event that a vacancy may be hard to 
fill.  

  

   
The Board was pleased to learn that the staff survey has produced such 
astounding results and staff satisfaction is at an all-time high. Governors did not 
want to disbelieve the outcome but challenged how the process had been 
managed and thus produced such positive results. The Principal confirmed that 
a high level consultation and staff engagement programme was undertaken and 
this was supported and underpinned by the Union. The HR Communication 
Strategy has also positively impacted and lots of initiatives have been rolled out 

  



  3

to make staff feel more valued. The survey took a transparent approach and 
enforced the culture of the need to share best practice.  
   

6 Key Performance Indicators    
 The report was received and considered by governors (minute book pages 

(A189-A192). 
  

    
 There were no performance issues to report although 2017/18 applications are 

a little way behind than those at the same time last year. Applications are at 
1,551 against the 2,000 target which is 61 applications behind at the same point 
last year. Applications are down from the SWISS schools but if the conversion 
rate were to improve by just a couple of percent this would bring the numbers 
back on track. Marketing are targeting their efforts at the Felixstowe and 
Stowmarket areas as student applications are down. Focus groups are being 
held but it is known that the Sixth Form experience at One is not being sold to 
year 11s in either area so this is presenting a challenge for enrolment.  

  

    

7 Reports from Directors/Managers   
 The reports were received and considered by governors (minute book pages 

(A193-A223). 
  

    
 Directors were invited to attend the meeting to present their reports and share 

their strategies to address any areas of underperformance. Governors also 
asked each Director to detail what other strategies could be deployed to 
challenge where they are and share what they are most proud of.  

  

    
 Admissions and Marketing – F Vickerstaff   
 In the absence of F Vickerstaff the Assistant Principal - Students reported to 

governors on the work of the Admissions and Marketing team. Although 
described as a team it was noted that this is a small staff compliment of only two 
people who are responsible for all admissions and the marketing of the College 
which is a huge undertaking for such a small but efficient team. The HE event 
and One+ Event are both good examples of successful events that drew in over 
350 people and a great illustration of how their well-managed and organised 
work contributes to raising the profile and reputation of the College.  

  

    
 The team would like to do more front facing work with students and they are 

looking to develop the online application process. Their visit to Long Road Sixth 
Form has given them the inspiration to make the changes which will save on the 
human resource and time needed to complete the manual application process. 
They are looking to develop an Amazon type shopping trolley tool for 
applications and work will start in April 2017 to take this forward. The Board 
expressed their thanks to the team and congratulated them for their hard work 
and effort.  

  

    
 Learning Resources – A Baker   
 In the absence of A Baker the assistant Principal -Students reported to 

governors how the team has grown over the past few months and is now a full 
complement of staff, working to capacity. They are proud of the achievements 
made in particular around the number of loans made available to students. The 
loan rate nationally is 78%, here at One it is 88% and for staff the national rate 
is 64%, but here it is 84%. 

  

    
 The team are very forward thinking and are always looking for ways that the 

service can be improved and over the coming months it is the intention of the 
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team to look at developing ways to improve study skills with students. The Board 
expressed their thanks to the team for their hard work. 

    
 STEM and FL – G Hanser   
 G Hanser reported to governors that the shift in leadership at the beginning of 

the year has enabled more drill down to individual student level thus giving staff 
the ability to look at their performance and introduce the appropriate support to 
push grades higher.  

  

    
 The team are now starting to see a light at the end of the tunnel with the 

qualification reforms through teacher experience as they move through the 
specification and share best practice from their own learning. The GCSE reforms 
are expected to support the acquisition of higher level skills required for the A 
Level so eventually the gap in student ability will be bridged but meanwhile 
teachers  are looking at the A Level schemes of work to facilitate the teaching of 
analysis and reasoning skills and content will need to be more self-taught. They 
are now starting to see what the issues are and how this will positively impact 
student grades.  

  

    
 Geography courses are in their first year of the reform and this has exposed a 

significant increase in Maths content compared to the past specification. In the 
past there was little maths application of the skills elements in the content so 
some students with grades C and D for GCSE Maths are struggling with the 
Geography qualification as a result.  

  

    
 The team is pleased to report that all teaching staff in these areas hold a profile 

of good or better lesson observations (seven are Outstanding) this would 
suggest that the quality of teaching and learning is excellent and staff are 
working hard to meet the changing demands of the new specs. 

  

    
 Level 2 Engineering has been introduced this year, some of the Maths content 

at Level 3 is at degree level but the entry requirement for Maths is currently a 
Grade C so students will need to be upskilled in Maths to ensure that they will 
be successful in the level 3 programme. There are strong predictions that 
progression onto Level 3 is possible.  

  

    
 All Science and Maths predictions at AS are above National Average for A-C 

and above the attainment achieved in the summer. Adjustments have been 
made to Teaching and Learning strategies following analysis of the summer 
results in the reformed subjects to address the new, higher-skills assessment 
requirements, enabling teachers to have an increased level of confidence in 
student performance this year. The Science department (Biology) has received 
a monitoring visit from the exam board, which was highly successful, allowing 
the Practical Endorsement to be awarded by the centre to students where they 
have met the necessary criteria.  

  

    
 It was noted that student attendance in Foundation Learning has improved. 

Pastoral support to students has positively impacted.  
  

    
 Student Services – S Hanley   
 S Hanley reported to governors that the department intends to introduce the 

Bridge-U tool to students. This new tool will support students through the UCAS 
application process.  
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 One of the areas of strength in the department is the communication between 
Personal Progress Tutors (PPTs) and students and staff in ensuring that the 
increased social and emotional mental health issues are recognised and 
students receive the support that they need. The Chaplaincy service now offered 
has also been positively received by students.  

  

    
 The Board questioned if the mental health issues that students are presenting is 

impacting their performance. The Director of Student Services confirmed that in 
some cases it is and for some their mental health deteriorates to such a degree 
that their ability to continue on programme wanes. The PPT’s work with 
individuals to keep them on track and remain positive about their learning and 
capabilities. Governors also questioned how much is known about the students 
from the school prior to their learning. It was confirmed that the transition 
between school and the college is problematic and difficulty in obtaining pupils 
records before their learning starts at the college is not uncommon. If records 
were made available in good time this would certainly help the student’s 
progress from School into the college easier and would enable the college to 
meet their learning needs much quicker.    

  

    
 Governors asked how engaged parents are with the college and how we keep 

them up to date and informed. The Director of Student Services confirmed that 
contact with parents is maintained by email and telephone to keep them 
informed. Parents are invited to Post 16 evening events where they are able to 
find out more about what’s on offer at Suffolk One, who their main contact would 
be, where their son/daughter will be, the time commitment needed and what to 
expect from the college; demystifying what college and Educational life is like 
here.  

  

    
 Art and Humanities – J Robson   
 J Robson reported to Governors that the department has a large number of 

enrolments and AS level predictions for A-C are 77.5% which is over 10% above 
the national average.  Within these excellent projections there are lower 
predictions in four areas, these being; Music, French, Philosophy and Graphics. 

  

    
 A level grades are also predicted to be above national average for A*-C, by 4%, 

however there is some room for caution as there are concerns about national 
assessment in the first cohort of the reformed A level.  Notably, VA for Politics is 
low and this is being looked into.  Likewise, predictions for Music Technology 
are below national average; therefore, in the future Vocational options will 
be  looked at for these students as an alternative learning route.  Predictions for 
Year 13 National Diploma students are high at 29% D*D*D*, 53% D*D*D*-DDD. 

  

    
 There is a new awarding body for the music performance qualification 

(RSL).  Level 4 Art predictions are excellent and the Level 2 predictions are the 
best seen to date.  GCSE English predictions are encouraging too for the 1-9 
exam based qualification. 

  

    
 High grades (A*-B) for A level are in line with national average, but high grades 

(A-B) for AS are below the national average by 3% across the directorate; it 
should be noted that we expect the national average to fall as additional 
reformed qualifications come on stream.  The majority of qualifications across 
the directorate are now reformed but encouragingly value added scores remain 
positive.  Finally there is lots of extra curricula activity which is a positive and 
culturally enriching for students.  
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 Business, Social Science, Beauty, Health and Sport – G Chittock-Nash   
 G Chittock-Nash reported to governors that in AS the grade A-B predictions are 

good although there are a few areas of concern; Accounting, Economics and 
Sociology, but these are not significantly under the national average. The ALPS 
score is a 2 (Outstanding). 

  

    
 A two fold approach to redress the issues is underway. The team are looking at 

the data available and are working with employers and the universities to 
motivate the students to get the grades they need to get the placements that 
they want. High aspirations are promoted from staff to students to encourage 
them to top-up up their grades and aim higher.  

  

    
 Governors received a tabled paper which detailed the Action Plan to redress the 

poor predicted outcomes for A2 Sociology.. There has been a staffing issue in 
Social Sciences and G Chittock-Nash has now taken direct management of this 
area. The reasons for low predictions have been discussed with them and lots 
of ideas have been identified to improve outcomes. Revision sessions are now 
available to students at lunchtime and these will also be made available over the 
Easter holiday. Letters have also been sent home to all students who are 
underperforming to encourage attendance at revision sessions.  

  

    
 The qualification reform has caused a number of the issues and student 

attendance has dropped as a consequence. The PPTs and teaching staff are 
working hard to improve attendance and encourage interest and participation 
again in the subject. The Board commented that they felt assured that the action 
plan instigated by the team will have the positive outcomes required and 
suggested that the learning from this ‘perfect storm’ of events is shared with 
other curriculum directors. It was noted that weekly team meetings across the 
directorates are held which keep all teams informed and on top of issues that 
may impact all.  

  

    
 It was noted that the Health and Social Care team are working well together and 

have worked particularly well over turbulent times in terms of staffing where 
some due to absence had been picking up increased workloads but were still 
getting really positive student achievement. The Board expressed their thanks 
and support to the team for their hard work and achievements. 

  

    

Item 8 preceded items 5 to 7 above.    
    

8 Progress Review   
 The Spring Progress Review has been completed and the headline predictions 

were shared with the Board. Grades A-C and A*-C for AS and A-level are 
favourable compared to national average and Grades A-B and A*-B show a 
slight reduction on the previous year but A-C/A*-C overall is an improvement. 
Vocational provision at levels 3 and 4 show strong predictions when compared 
with national averages and good performance when compared to the previous 
academic year. A word of caution was raised to alert the Board to the difficulties 
in predicting grades for AS/A-level and Vocational courses compared to previous 
years as we’re in the midst of significant qualification reforms. The national 
averages that are being used for year one of a reformed qualification are being 
compared with the legacy qualifications and therefore are not necessarily 
comparable. There is more certainty about the Y13 level 3 qualification 
predictions as these have stabilised but a state of flux will continue into the next 
academic year as many of the vocational qualification in Y12 have moved to the 
reformed qualification and so the impact of this is yet to be quantified.  
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 Level 2 predictions are also very strong in comparison with national average and 
the data of the previous year. The Academy is showing that it understands the 
qualifications and a marked increase in the number of merits,  for the examined 
elements of these courses coming through for students are now materialising. 
Foundation Learning courses are showing strength and an improvement against 
target. GCSE results are strong compared to national average although English 
is in a slight decline compared to the previous year but is still up on the national 
average.  

  

    
 ALPS progress predictions show grade 4 – (very good) for A Level provision 

(grade 3 (excellent) last year). Level 3 vocational are at grade 2 (outstanding) 
(grade 3 (Excellent) last year) and AS Level maintains a grade 3 (excellent) 
(same as last year). Final grade predictions are to be reported to the Board at 
the next meeting to be held in May 2017. Overall governors were pleased to 
learn that overall the performance of Suffolk One is ahead of all national average 
benchmarks and performance is looking positive. 

  

    

M Hughes, G Hanser, S Hanley, J Robertson and G Chittock-Nash all left the meeting 
at 5.30pm 

  

    

 It was reported that as with the previous Progress Review, analysis of the 7 
different discrete groups (gender, FSM, LAC, prior attainment, SWISS School, 
ethnicity, One+) has occurred. Governors were pleased to now that this analysis 
has shown that there is no significant difference in overall attainment for any of 
the qualification disciplines the Academy delivers.  

  

    
9 2016/17 Quality Improvement Plan Progress Report   
 The report was received and considered by governors (minute book pages 

(A224-A229). 
  

    
 The Quality Improvement Plan was last reviewed in February 2017. There are a 

number of improvements to work through with student services and for HR 
concerning CPD programmes and delivery. Governors commented that the plan 
appeared to have more amber indicators than green and questioned if good 
progress against the plan was being achieved. The Deputy Principal confirmed 
that staff had been prudent and that the plan is realistic. SAR review meetings 
were held last week and in the main most areas continue to perform at grade 1 
with others as a grade 2 but this is a good indicator and measure of how 
sustainable our offer is and the outstanding profile of the College. It was noted 
that one real issue unrecognised in the QIP is the management stretch caused 
by the involvement at senior level to progress the Free School project. 
Management stretch could impede the focus on the Academy and the ability to 
sustain quality standards which is of a concern to the Local Governing Body of 
Suffolk One. The Chair confirmed that this will be raised with the Trust Board of 
SAT and a project plan will be insisted upon. 

  

    
10 Student Exclusion Report   
 The Deputy Principal confirmed that the Academy has excluded two individuals 

because of their unacceptable behaviour. The Local Authority has been notified 
so that support for these now NEET young people can be put in place.  

  

    
11 Admissions: Application Decisions Update Report    
 There were no further issues to discuss in addition to those already held under 

the Key Performance Indicator report (above).  
  

    
12 Any other Business    
 None.   
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16 Dates of next meetings:   
 Tuesday 16 May 2017 at 4.30pm   
 Tuesday 27 June 2017 at 4.30pm   
    

The meeting closed at 6.15pm 
 



Matters Arising from  
One LGB Meeting 

held on 12 January 2017 

1 
 

Agenda Item No. Action Person 
Responsible 

Status 

2 Apologies for 
absence 

It was noted that the apologies for 
absence have been received on a 
number of occasions for P Love. 
The Chair will make contact with 
her to assess her future intentions 
concerning her membership and 
commitment to the Governing 
Body.   

IMorgan Completed. Letter 
written and sent.  

5 Principal’s Termly 
Report 

Performance in Norfolk and 
Suffolk is really good but 
nationally the value added score 
is down. Governors are 
expected to receive retention 
tables in the next report to the 
Board. 

AWhittaker Completed. Covered 
under item 5 of this 
meeting. 
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Action Required: 
(Delete as appropriate) 

Information  
Discussion 

 
Purpose: 
The Key Performance Indicators (KPIs) have been updated where appropriate, the following 
narrative identifies where changes have been made: 
 
Students 
The following measures are unchanged: 

- Destinations - will be reported on at the start of the Autumn Term. 
- Number of students enrolled - will be reported on at the start of the Autumn Term. 
- Numbers of students invited and attended One Day will be reported on at the start of 

the Autumn Term 
 

The following measures have been updated: 
- Student Experience –  

o Satisfied with learning experience at One – shows an increase against previous 
value and is above target value 

o Would recommend One as a place to learn – shows an increase against 
previous value and is above target value 

- Overall attendance shows an increase against previous value and exceeds target 
value 

- Overall college retention shows a slight decline against previous target but exceeds 
target value 
 

Progress Review 
- All measures have been updated following the Spring Progress Review 

 
16-19 Dashboard 
We had assumed that the DfE would have reported by qualification type, this has not been 
the case, the DfE are reporting on overall Retention which for One is 97.7 against a National 
Average of 96.1. 
Now we have received confirmation of the new Accountability Measures we will review the 
RAG matrices and this will be presented at the Autumn meeting of the LGB. 
 
HR 
It has been agreed to report on staff absence as follows: 

 Autumn term – report annual figure from previous academic year 
 Spring term – report 1 Sept – 31 Dec 
 Summer Term – report 1 Sept – 31 March (cumulative) 

Summer term: Although the percentage of staff absence has increased slightly against the 
previous academic year, the figure remains well within our tolerance. All absences continue 
to be closely and carefully managed. 
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Students 
 
 
 

Key Performance Indicator
Previous 

Value

Current 

Value
Target Value

Rating & 

Risk 

Direction

Green Amber Red

Destinations 

HEI 53.0% 56.0% 60%  100.00 ‐ 60.00% 59.99 ‐ 53.00% ≤ 52.99%

App/Emp 20.0% 32.0% 35%  100.00 ‐ 35.00% 34.99 ‐ 25.00%  ≤ 4.99%

Neet 3.0% 2.8% 2%  1.00‐2.00% 2.01‐4.00% ≥ 4.01%

Admissions

Applied  2000 1670 2000   ≥ 1950 1850 ‐ 1949 ≤ 1849

Enrolled 1848 Not avail 1950   ≥ 1925 1924 ‐ 1850 ≤ 1849

Marketing 

Open event attendance 1357 1162 1000   ≥ 1000 999 ‐ 950 ≤ 949

Invited to One Day 1550 Not avail 1500  ≥ 1500 1499 ‐ 1450 ≤ 1449

Attended One Day 1010 Not avail 1000   ≥ 1000 999 ‐ 900 ≤ 899

Student Experience

Satisfied with the learning experience at One 90% 90.1% 90%  100.00 ‐ 90.00%  89.99 ‐ 80.00% ≤ 79.99%

Would recommend One as a place to learn 95% 96.5% 95%  100.00 ‐ 95.00% 94.99 ‐ 80.00% ≤ 79.99%

Student data

Overall attendance 90.1% 91.9% 90%  100.00 ‐ 90.00% 89.99 ‐ 80.00% ≤ 79.99%

Overall college retention 94.6% 94.2% 90%  100.00 ‐ 90.00% 89.99 ‐ 80.00% ≤ 79.99%  
Financial 

Risk Direction

 Lowered

 Same

 Higher

RAG

Key

Comparision against 

metrics specified.
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Progress Review 
 
 

Key Performance Indicator
Previous 

Value

Current 

Value

Target 

Value/BM

Rating & 

Risk 

Direction

Green Amber Red

Value Added Score ALPS

Vocational 3 3 3  ALPS 1‐3 ALPS 4‐6 ALPS 7‐9

AS Level 3 3 3  ALPS 1‐3 ALPS 4‐6 ALPS 7‐9

A Level 3 4 3  ALPS 1‐3 ALPS 4‐6 ALPS 7‐9

Attainment % Grades

Foundation Learning (Pass/Fail)*  89.9 90.4 85.0   5% target Target +/‐5%  5% below target

Vocational Technical L3 and L2* 99.1 99.1 85.0   5% target Target +/‐5%  5% below target

Vocational L2 (D*‐M) 82.8 82.5 18.0   5% above national National +/‐5%  5% below national

Vocational L3(D*‐M) 75.0 91.0 59.0   5% above national National +/‐5%  5% below national

AS Level (A‐C) 70.9 70.9 64.2   5% above national National +/‐5%  5% below national

A Level (A*‐C) 79.6 79.0 77.1   5% above national National +/‐5%  5% below national

Attainment % Top Grades

Vocational L2 (D*‐D) 37.9 42.2 3.4   5% above national National +/‐5%  5% below national

Vocational L3 (D*‐D) 38.9 65.9 21.6   5% above national National +/‐5%  5% below national

AS Level (A‐B) 31.0 35.2 40.9   5% above national National +/‐5%  5% below national

A Level (A*‐B) 42.5 46.4 51.2   5% above national National +/‐5%  5% below national

Percentage Students Retained

Vocational 96.3 95.8 91.0   1% above national National +/‐1%  1% below national

AS Level 95.7 95.4 92.1   1% above national National +/‐1%  1% below national

A Level 98.6 98.1 97.0   1% above national National +/‐1%  1% below national

GCSE and Functional Skills English & Maths

 English (A*‐C) 51.2 40.0 26.9   5% above national National +/‐5%  5% below national

Maths (A*‐C) 49.4 48.5 29.5   5% above national National +/‐5%  5% below national

Functional Skills Maths (Pass/Fail) ‐ ‐ ‐ ‐ ‐

*Comparisons made to internal target values

Groups/Subjects Performing Well (Green) List

Groups/Subjects Performing Poorly (Red) List  
 

 

Key 

Risk Direction  RAG 

Lowered    
Comparison against 
metrics specified. Same    

Higher    

              

 
 
 
 
 
 
 
 
 
 
 
 
16-19 Dashboard 
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Key Performance Indicator
Previous 

Value

Current 

Value

Target 

Value/BM

Rating & 

Direction
Green Amber Red

Value Added Score

Vocational 0.49 ‐ 
A Level 0.14 ‐ 

Average Points  Per Entry

Applied General 41.01 34.69 
Tech Level 37.47 30.77 

A Level 31.06 31.79 
Percentage Students Retained

Overall 97.7 96.1 
Students at the End of Course

Vocational 247 ‐ 
Tech Level 150 ‐

A Level 568 ‐ 
English & Maths

Average Progress in English 0.88 ‐0.10 
Number of students ‐ English 124 ‐ 

Average Progress in Maths 0.49 ‐0.13 
Number of students ‐ Maths 159 ‐ 

Groups/Subjects Performing Well (Green) List

Groups/Subjects Performing Poorly (Red) List  
 
 
 

Risk Direction

 Lowered

 Same

 Higher

Key

RAG

Comparision against 

metrics specified.
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Key Performance Indicator
Previous 

Value

Current 

Value
Target Value

Rating & 

Direction
Green Amber Red

Absence 

Academic year to date (1 Sep ‐ 31 Mar) % time lost due to sickness 3.26% 3.69% 3.50%  0.00 ‐ 4.50% 4.51 ‐5.50% ≥ 5.51%

Attrition

Annual % voluntary leavers ‐ 4.93%  0.00 ‐5.00% 5.01% ‐ 7.00% >7.01%

Satisfaction

Annual Overall employee satisfaction 97.00% 97.48% 90.00%  100 ‐ 89.99% 89.98 ‐ 79.99% ≤ 79.98%

Annual Satisfaction with HR 97.00% 98.76% 90.00%  100 ‐ 89.99% 89.98 ‐ 79.99% ≤ 79.98%  
 

Risk Direction

 Lowered

 Same

 Higher

Key

RAG

Comparis ion 

aga inst metrics  

speci fied.
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Action Required: 
(Delete as appropriate) 

Approval 

 
Purpose: 
 
To seek the approval of the attached procedures: 

i. Disciplinary Procedure – no proposed changes 

ii. Capability Procedure – no proposed changes 

iii. Grievance Procedure – no proposed changes 

iii. Staff Appraisal and Performance Management Policy – minor change to page 11, to 
ensure absolute clarity that Lesson Observations and Re-observations must both be 
recorded. 

 

 
 
 



 

 

 

Staff Disciplinary Policy       
Current Status  Operational   Last Review: January 2017  
Responsibility 
for Review:   

Director of HR   Next 
Review: 

May 2017  

Internal  
Approval:   

SLT   Originated: June 2010   

  

GGeenneerraall  IInnttrroodduuccttiioonn  

1. Application of the procedures 

2. Purpose 

3. Interpretation 

4. Confidentiality 

5. Safeguarding children and young people 

6. Referral of cases 

  
DDiisscciipplliinnaarryy  PPrroocceedduurree  

7. Scope 

8. Exclusions 

9. Investigation 

10.Consideration of suspension or redeployment 

11.Disciplinary hearing 

12.Postponement of hearings and non-attendance 

13.Warning stages and disciplinary sanctions 

14.Appeals 

15.Records and lapsed warnings 

16.Principal 

17.Advice and support for staff 

18.Grievances 

19.Criminal offences 

  
SScchheedduullee  11::  

20.Examples of potential Misconduct 

21.Examples of potential Gross Misconduct 

22.Some reasons which might justify dismissal with notice 

  
SScchheedduullee  22::  

23.Procedure for a Hearing 



 

 

 

GGeenneerraall  IInnttrroodduuccttiioonn  

This policy document outlines the Disciplinary Procedures for One.  

11..  AApppplliiccaattiioonn  ooff  tthhee  PPrroocceedduurreess  

11..11  This procedure applies to all teaching and support staff at One.  

11..22  Members of staff working at One but employed on another organisation’s terms and 
conditions of employment should have any disciplinary matter managed under their 
appropriate policy/procedure.  

22..  PPuurrppoossee  

22..11  The overall purpose of these procedures is to promote fairness and order in the 
relationship between the Local Governing Body and the members of staff who come 
under their control.  It aims to ensure that any disciplinary matter is dealt with 
promptly, fairly and that, if appropriate, steps are taken to establish the facts and to 
give the member of staff an opportunity to respond before taking any formal action.  
This includes ensuring that individuals involved in the disciplinary process are treated 
reasonably and equitably, with dignity and respect regardless of age, disability, 
gender, gender reassignment, marriage and civil partnerships, pregnancy and 
maternity, race, religion or belief and sexual orientation. 

22..22  Every member of staff is expected to maintain high standards of professional 
conduct at all times.  This includes times when they are not at work and in a 
situation where their conduct may potentially bring the college, service or profession 
into disrepute.  (See also the Staff Code of Conduct and Behaviour). 

22..33  These procedures take account of the ACAS Code of Practice on Disciplinary and 
Grievance Procedures.  They also take account of the conditions of service of the 
groups of staff to whom they apply and, where adopted, replace any model 
procedures to be found in the various conditions of service. 

33..  IInntteerrpprreettaattiioonn  

33..11  In these procedures the term “Governing Body” means the Local Governing Body of 
One and any committee of the Governing Body acting with delegated authority, or 
any body acting in a similar way to the Local Governing Body.   

Any provisions of these procedures should be interpreted in the light of the 
applicable legislation which confers the relevant decision making powers upon 
college Governing Bodies and determines the manner in which schools and colleges 
should be governed.  

44..  CCoonnffiiddeennttiiaalliittyy  

44..11  All proceedings and documentation will remain confidential to the parties concerned 
and will not be disclosed to others, with the exception of official bodies which have a 
right to require disclosure of information or where the college has a responsibility to 
report or refer a case (see paragraphs 5 and 6 below).   

44..22  In particular, all parties should be mindful of the need to preserve confidentiality on 
matters relating to children and young people.  Wherever practicable, student 



 

 

 

statements and other statements referring to students will have their details 
protected by redaction, to avoid students being identified and/or sensitive 
information being shared.  Save in exceptional circumstances, students will not be 
asked to give evidence at disciplinary hearings. 

44..33  In respect of colleges, the delegated committee of the Local Governing Body will be 
notified of the outcome of any formal process, once it has concluded.   

55..  SSaaffeegguuaarrddiinngg  cchhiillddrreenn  aanndd  yyoouunngg  ppeeooppllee  

55..11  The college has separate guidance on managing allegations of abuse relating to 
children or young people made against college staff and will refer to this in all cases 
in which it is alleged that a person who works with children or young people has: 
behaved in a way that has harmed, or may have harmed, a child; or, possibly 
committed a criminal offence against, or related to, a child; or, behaved in a way 
that indicates s/he is unsuitable to work with children.  

55..22  In such cases, appropriate and prompt consideration by relevant bodies (for 
example, the Local Authority Designated Officer or a Multi Agency Strategy Meeting) 
should be allowed for before the commencement of any processes under these 
procedures, usually also including the consideration of suspension.  In some cases, 
this may require consideration of a short period of ‘garden leave’ pending initial 
consideration of the allegations under safeguarding procedures.        

66..  RReeffeerrrraall  ooff  ccaasseess  

66..11  A referral to the Disclosure and Barring Service and/or the National College for 
Teaching and Learning may be made by the college, upon the conclusion of 
disciplinary proceedings (and any appeal), in the following circumstances: 

(a) A referral to the Disclosure and Barring Service must be made if a member of 
staff has harmed, or poses a risk of harm to a child or young person, and who 
has been removed from working in regulated activity, or would have been 
removed had they not left; or the employer becomes aware that the member of 
staff has received a caution or conviction for a relevant offence 

(b) One has a legal duty to consider whether to refer to the National College 
allegations of serious misconduct by a teacher when they have dismissed that 
teacher for misconduct, or would have dismissed them had they not resigned 
first.   

DDiisscciipplliinnaarryy  PPrroocceedduurree  

77..  SSccooppee  

77..11  This procedure will be used in all cases where misconduct, omission or, in certain 
circumstances failure in performance is such as to warrant disciplinary action. 

77..22  The term “misconduct” in this procedure covers instances of misconduct, omissions 
or failures in performance which may be reasonably attributed to wilful or negligent 
acts or omissions on the part of a member of staff.  A non-exhaustive list of 
examples of the types of acts and omissions which might be considered under this 
procedure are contained in Schedule 1. 



 

 

 

77..33  Where any deficiencies in performance on the part of the member of staff arise from 
a lack of aptitude or skill rather than any wilful or negligent failure to carry out 
his/her duties the Capability Procedure should normally be used.  

77..44  Separate guidance exists for dealing with problems arising from alcohol dependence 
or substance abuse. However, significant problems of misconduct arising from 
behaviour whilst under the influence of alcohol or drugs, particularly in cases of 
failure to engage with support offered, may also be dealt with under this procedure. 

88..  EExxcclluussiioonnss  

88..11  This procedure does not apply where employment is terminated by reason of 
redundancy or incapability arising from ill-health. 

88..22  The normal management of staff and the associated processes such as performance 
review/appraisal are outside the scope of this procedure.  There will be occasions 
when it is appropriate for a member of staff’s performance and behaviour at work to 
be discussed with him/her as part of the normal management arrangements.  If 
there is any shortcoming identified, the member of staff will be assisted to 
understand the standard of behaviour or performance required.  This may be 
confirmed by a written instruction.  By the very nature of these situations, the 
member of staff will not normally be accompanied at any meetings or discussions, 
although they may seek the advice of a trade union representative.  Although there 
is no right to be accompanied at meetings in the course of normal performance 
management, this may be helpful and reasonable consideration will be given to any 
request for support from a member of staff’s professional association.  However, 
where the availability of a preferred representative would prevent a manager from 
dealing with concerns and providing appropriate support in a timely manner, it may 
not be possible to accommodate such a request.    

99..  IInnvveessttiiggaattiioonn    

99..11  If the normal management processes do not bring about the required changes in 
behaviour or performance, the next step will normally be consideration of action 
under the formal disciplinary procedure.  If it is sufficiently serious, a single instance 
of misconduct may be such as to warrant immediate consideration under the 
disciplinary procedure. Managers should seek advice from the HR Team before 
instituting formal disciplinary action or suspending a  member of staff. 

99..22  In order to establish the appropriateness of using the formal Disciplinary Procedure, 
it will normally be necessary for the Principal, or another member of the Senior 
Management, to conduct or commission a formal investigation.  In cases relating to 
the Principal, the Local Governing Body may seek advice from their HR service 
provider regarding commissioning an investigation, and would be responsible for 
commissioning any investigation. If the member of staff concerned is a trade union 
official (as statutorily defined) the matter will be discussed with his/her branch 
secretary or a full time official before an investigation is undertaken.  A member of 
staff who is the subject of investigation may be accompanied at any interview or 
similar investigatory meeting by a trade union representative or work colleague.  A 
record should be made if the member of staff agrees to continue the procedure 
without support.  The member of staff and any witnesses who make statements 
during the course of any investigation will normally be asked to check and sign any 
written statement of evidence. 



 

 

 

99..33  The Investigating Officer’s report will clearly state whether or not he/she believes 
there is a case to answer under the college’s disciplinary procedures and, if they 
believe there is, the nature and seriousness of the alleged misconduct that needs to 
be further considered at a disciplinary hearing.   

1100..  CCoonnssiiddeerraattiioonn  ooff  ssuussppeennssiioonn  oorr  rreeddeeppllooyymmeenntt  

In certain circumstances it may be necessary to suspend a member of staff while an 
investigation is carried out into the situation giving rise to concern.  The Principal 
may suspend a member of staff.  He must immediately inform the Chair of 
Governors of the action he has taken.   
 
If it is necessary to suspend the Principal, the decision must be taken by the Chair of 
Governors.  In circumstances where the Chair of Governors is unable to take a 
decision regarding the suspension of the Principal, for example, where s/he is 
indisposed or has a conflict of interests, the decision to suspend the Principal may be 
taken by the Vice-Chair.   
 

1100..11  Suspension will normally be considered only: 

(a) Where there is a reasonable belief that the member of staff’s continued presence 
at work may put themselves or others at risk, or risk their employer’s 
responsibilities to other parties; 

(b) Where there is a reasonable belief that the member of staff’s  continued 
presence at work may hamper or compromise an investigation process; or 

(c) Where relationships have broken down. 

1100..22  In all cases, consideration should be given to alternatives to suspension (for 
example, additional supervision or alternative/restricted duties, work arrangements 
or garden leave), remembering that consideration can be given to suspension at any 
time during the investigation.  In cases of alleged gross misconduct where it is 
decided that suspension is not necessary, the college should record that, having 
considered this procedure and normal practices, it has been decided not to suspend.   

1100..33  Suspension does not constitute disciplinary action; it is a neutral act.  If it is 
necessary to suspend a member of staff during investigations, it will be on full pay.  
Support for a member of staff who is suspended may be made available as set out in 
paragraph 17. 

1100..44  Suspension should not be unnecessarily protracted.  The continuance of suspension 
should be kept under regular review and immediately lifted if the circumstances of 
the case no longer justify it.  When suspension is lifted, it may be necessary to 
consider a re-integration plan before making arrangements for the member of staff’s  
return to work.   

1111..  DDiisscciipplliinnaarryy  HHeeaarriinngg  

1111..11  If it appears, after investigation, that there is a case to consider, a disciplinary 
hearing will be convened.  In accordance with this Procedure, a hearing may be 
conducted by the Principal, his delegate or one or more Governors, normally a panel 
of the Hearings Committee (or other authorised committee).  If dismissal is a 
possible outcome, the hearing must be conducted by that committee of the Local 



 

 

 

Governing Body which is authorised to make the appropriate determination, and only 
by the Principal where the authority to dismiss has been delegated to them by the 
Local Governing Body.   

1111..22  Where it is proposed to hold a disciplinary hearing, the member of staff will be 
informed in writing, normally at least 10 full working days in advance of the 
hearing, of: 

(a) the nature of the alleged misconduct and, where possible to state, the warning 
stage which the member of staff has already reached; 

(b) the date, time and place for the hearing; 

(c) the name of the person presenting the case and witnesses; 

(d) the name(s) of the person(s) hearing the case 

(e) the member of staff’s right to produce written statements, normally at least 
five full working days before the hearing, and invite relevant witnesses to 
give evidence on his/her behalf; 

(f) the member of staff’s statutory right to be accompanied by a trade union official 
or work colleague of his/her choice 

(g) where a possible outcome of the hearing is that the person be dismissed, the 
possible outcome of the meeting.    

1111..33  All paperwork should be issued and received by the college as above, 
meaning that normally it can be circulated to all parties at least five full 
working days before the hearing.  Paperwork presented at a later date will only 
be considered in exceptional circumstances, at the discretion of the Principal chair of 
the panel hearing the case.  Any request by the member of staff for the college to 
make available documents for consideration at the hearing should be made in good 
time, in order that the above timescales can be observed. 

1111..44  Foreshortened timescales for hearing dates and issue/receipt of paperwork may be 
mutually agreed, for example, where a matter arises close to the end of the 
academic year and it is in all parties’ interests to conclude matters before the college 
closure period. 

1111..55  The hearing will be conducted in as informal a manner as possible in accordance with 
the procedure laid down in Schedule 2. 

1111..66  The person or committee hearing the case may make a determination which is within 
their delegated powers.  That determination may be communicated orally to the 
member of staff after the hearing, but will in any case be confirmed in writing, 
normally within five working days.  The member of staff will be informed whether or 
not the allegations have been upheld. If the allegations are upheld, in full or in part, 
the findings and the decision will be confirmed in terms of: 

(a) the nature of the misconduct; 

(b) the appropriate sanction i.e. a first or final warning or dismissal (with or without 
notice);  



 

 

 

(c) how to appeal against the decision and/or any disciplinary sanction, the length of 
time within which an appeal must be lodged, and whom it should be addressed 
to; 

(d) If the determination is to issue a disciplinary warning, the member of staff will 
also be informed in writing of: 

i. what improvement is expected for the future; 

ii. the length of time for which the warning is active (not usually less than three 
months nor greater than twelve); 

iii. any other information in respect of the improvement required e.g. any review 
of arrangements, and whom the member of staff should contact for 
assistance; 

iv. what might happen if the matter proceeds to the next stage e.g. what the 
possible sanction might be. 

1111..77  The member of staff will be required to sign and return a copy of any such letter 
confirming receipt. 

1122..  PPoossttppoonneemmeenntt  ooff  hheeaarriinnggss  aanndd  nnoonn--aatttteennddaannccee    

1122..11  The date of the hearing will be postponed by up to five working days if the member 
of staff’s representative is unable to attend on the specified date. 

1122..22  Staff must take all reasonable steps to attend a hearing.  A hearing will not normally 
be held in the absence of the member of staff, except by mutual agreement, unless 
s/he fails to attend a hearing without reasonable cause, is otherwise constrained 
from attending (e.g. s/he is held in custody), or as described below.  Separate 
advice should be sought in respect of member of staff’s absent from work due to 
pregnancy or maternity leave.   

1122..33  Sickness will be considered reasonable cause for non-attendance where the member 
of staff’s GP or medical practitioner has certified the individual is too ill to attend 
formal meetings, and further advice on this matter may be sought from the college’s 
occupational health services provider.  If the member of staff is unable to attend due 
to long-term sickness absence and no alternative date can be mutually agreed, the 
hearing may be held in their absence.   

1122..44  It is important that every effort is made to reach a conclusion in all cases of 
safeguarding allegations that have a bearing on the safety or welfare of children or 
young people.  If a member of staff tenders their resignation or refuses to co-
operate with the process, this must not prevent such a safeguarding allegation being 
followed up in accordance with safeguarding procedures.  Wherever possible, the 
person should be given a full opportunity to answer the safeguarding allegation and 
make representations about it.  However, it may be necessary to conduct a hearing 
in their absence and reach a judgement about whether the safeguarding allegation 
can be regarded as substantiated on the basis of all the information available.  In 
these circumstances, the Principal or Panel may also make a decision regarding the 
sanction that would have been applied had the member of staff remained in 
employment. 



 

 

 

1122..55  In cases where it is necessary to proceed with a hearing in the absence of the 
member of staff and it is known this will be necessary in advance of the hearing, the 
member of staff will be offered the opportunity to make additional written 
submissions to the hearing and/or allow their representative to make statements on 
their behalf at the hearing.  Where non-attendance is not known in advance, after 
consideration of the circumstances, if postponement is not considered appropriate, 
the hearing may proceed with consideration of any written submission from the 
member of staff already received and, where requested and available, appropriate 
contributions from their representative. 

1122..66  Similar consideration as outlined above will be given to the need to proceed with 
investigatory processes in the member of staff’s absence, where this is appropriate.  

1133..  WWaarrnniinngg  SSttaaggeess  aanndd  DDiisscciipplliinnaarryy    SSaannccttiioonnss  

1133..11  The Disciplinary Procedure provides for the member of staff to be given every 
reasonable opportunity to improve his/her conduct or performance.  Unless the 
circumstances are exceptional e.g. gross misconduct, no member of staff should be 
dismissed without first having received at least one written warning and having had 
the opportunity to improve his/her conduct.  Under most circumstances, this 
procedure provides for a member of staff to receive two written warnings for 
misconduct of the same or similar nature, a first warning and a final warning, before 
dismissal is considered.  

1133..22  Written warnings will normally remain in force for between six and twelve months.  
In exceptional cases, the person or committee hearing the case may make a 
determination that the warning will stay in force for a longer period.  This may be 
appropriate where there is a history of repeated breaches of the same or similar 
disciplinary rules, or where the misconduct is serious enough that the committee 
hearing the case could consider dismissal as a possible sanction.  The member of 
staff may appeal against the imposition of an extended warning period. 

1133..33  In addition to the disciplinary sanction, the Local Governing Body may, in 
appropriate circumstances, take action to recover monies or property legitimately 
due to it.  Reporting of cases to relevant bodies may also be necessary, as described 
in paragraphs 5 and 6 of the General Introduction to this document. 

First Warning 

1133..44  Where a member of staff’s misconduct is such as to warrant a formal warning, and 
where there is no previous warning current, a first written warning will normally be 
the appropriate sanction. 

Final Warning 

1133..55  Where a first written warning is current any further misconduct during the currency 
of that warning will normally lead to a final written warning being issued.  A final 
written warning may also be issued in circumstances where a member of staff is 
shown to have committed serious misconduct, omission, or failure in performance 
short of gross misconduct.  It may also be appropriate where dismissal would be a 
reasonable sanction, but the committee or individual hearing the case have good 
reason to believe that a warning will prove to be effective.  A final written warning 
will contain a clear indication that any further disciplinary offence during the 



 

 

 

currency of the warning will normally, if substantiated at a hearing, result in 
dismissal without further warning. 

Dismissal 

1133..66  If further allegations of misconduct are brought while a final written warning is 
current, the committee or individual hearing the case will normally determine that 
the member of staff shall be dismissed, unless there are strong mitigating 
circumstances. The committee or individual hearing the case may alternatively in 
appropriate circumstances determine to extend the final warning for a period 
between three and twelve months. 

1133..77  If the allegations against the member of staff are so serious that they would 
constitute gross misconduct (see Schedule 1, paragraph 21), the committee or 
individual hearing the case may determine that the member of staff shall be 
dismissed without notice, even where no disciplinary warning is current.   

1133..88  Where the member of staff’s misconduct is not such as to constitute gross 
misconduct, but has, nevertheless, led to a fundamental breakdown of mutual trust 
and confidence such that it would be impossible or impractical to continue his/her 
employment, the committee or individual hearing the case may determine that the 
member of staff shall be dismissed with due notice. Such a case would be 
exceptional. 

1133..99  A decision that a member of staff shall be dismissed, with or without notice, may 
only be taken by an appropriate committee (or individual) empowered to do so 
under the School Government Regulations in force at the time.  

Alternatives to dismissal 

1133..1100  In some cases, alternatives to dismissal may be considered at the Principal’s or 
Panel’s discretion, which will usually be accompanied by a final written warning.  
Examples include, but are not limited to: 

(a) Demotion 

(b) Transfer to another department or job 

(c) Recommendation for mediation between parties. 

In all cases, advice should be taken from the college’s HR Team.   

1144..  AAppppeeaallss  

1144..11  A member of staff is entitled to appeal against any disciplinary sanction imposed. If 
the sanction has been imposed by the Principal, the appeal will be to a committee of 
the Local Governing Body. Where the sanction has been imposed by a committee of 
the Local Governing Body, the appeal will be to the Local Governing Body’s Appeals 
Committee.  

1144..22  An employee who wishes to appeal against a disciplinary sanction must lodge 
notification of his/her intention to appeal along with full grounds for their appeal 



 

 

 

(including any supporting documentation) within 14 days of the date of written 
notification of that sanction, as directed in the letter of notification. 

1144..33  A date for an appeal hearing will normally be arranged and notified to the parties 
within 14 days of an appeal being registered.  All parties will normally be given at 
least 10 days’ notice of the date of the appeal.  Any further submissions from those 
responding to the appeal should normally be provided to the college (or the 
individual hearing the appeal) at least five working days before the appeal hearing, 
to enable them to be circulated to the parties in good time before the hearing. 

1144..44  The main grounds for an appeal are likely to be, although are not limited to: 

(a) if the member of staff wishes to contest the finding and/or the disciplinary 
sanction; 

(b) if new relevant evidence not available to the original hearing becomes available; 

(c) if there is an alleged lack of fairness in the original hearing. 

If the appeal is against the finding and the sanction imposed by the original hearing, 
the appeal will normally constitute a complete re-hearing.  If the appeal is against 
the disciplinary sanction only, the Appeal Committee may agree with the appellant 
and his/her representative that they will hear submissions in mitigation of the 
sanction. 

1144..55  The procedure for the conduct of an appeal is set out in Schedule 2.  An Appeal 
Committee may uphold the original finding and sanction; uphold the original finding 
but modify the sanction (only in the most exceptional case will the severity of the 
original sanction be increased); or not uphold the finding and therefore remove the 
sanction. 

1155..  RReeccoorrddss  aanndd  llaappsseedd  wwaarrnniinnggss  

1155..11  Advice given in the course of normal performance management and records of any 
allegations, complaints and subsequent investigatory or disciplinary processes all 
form part of a member of staff’s employment history.  As such, it is important that 
proper records are retained, in accordance with the data protection legislation and 
the recommendations within the ACAS Code of Practice.  Furthermore, where an 
allegation relates to the safety and welfare of children or young people, there is a 
requirement to retain a clear and comprehensive summary of any allegations made, 
details of how and who followed up the allegation and any resolution and conclusion. 
This record must be retained at least until the person attains normal retirement age 
or for a period of 10 years from the date of the allegation if that is longer.  This 
includes people who leave the organisation.   

1155..22  As such, although a disciplinary warning may be deemed to have ‘lapsed’ after the 
period of the warning has expired, the record of the disciplinary matter should not be 
removed from the member of staff’s employment history/personal file held by the 
college.  This applies equally to cases where a disciplinary complaint against a 
member of staff is withdrawn, or is found to have been mistakenly initiated, 
although a clear record of this outcome should be prominent in the papers retained.    

1155..33  Allegations that are found to be malicious should be removed the member of staff’s 
employment history/personal file held by the college, and any that are 



 

 

 

unsubstantiated, are unfounded or malicious should not be referred to in employer 
references.  

1166..  PPrriinncciippaall  

1166..11  At One, the responsibility for the conduct and discipline of members of staff at the 
college will be part of the Principal’s responsibility.  Where there is a concern or 
complaint about misconduct on the part of the Principal, it will normally be the 
responsibility of the Chair of Governors to initiate any necessary action. The Chair of 
Governors should seek HR advice before instigating any formal disciplinary action or 
suspending the Principal. 

1166..22  If there is sufficient cause for concern, the Chair of Governors may instigate an 
investigation into all the material facts and circumstances of the complaint or 
concern.  This investigation will be carried out in confidence.  The Chair of Governors 
and one other governor (who should not later be a member of a committee which 
hears the case) will consider the report of the investigation and any 
recommendations of that report and will decide what action is to be taken. 

1166..33  If the Chair of Governors and the one other governor decide to take no action, they 
will report their decision and the reason for that decision (but not the details of the 
investigation) to the full Governing Body. 

1166..44  If the governors considering the report decide that the matter should be considered 
under the formal disciplinary procedure, the matter will be considered by the 
Hearings Committee of the Governing Body.  The procedure will be conducted as for 
all other members of staff.  

1177..  AAddvviiccee  aanndd  SSuuppppoorrtt  ffoorr  SSttaaffff  

1177..11  In most cases a member of staff subject to allegations or complaints being dealt with 
under this procedure will seek the advice and support of their trade union or 
professional association.  However, members of staff may address questions about 
procedure, the conduct of investigations or hearings, or other related matters to HR, 
the Principal or the Chair of Governors, where they are directly responsible for those 
procedures. 

1177..22  It will normally be appropriate to make arrangements for a nominated individual to 
keep the member of staff informed of developments and to offer support, particularly 
in cases where the investigation is prolonged, the member of staff is suspended from 
duty, or has been offered and accepted leave of absence, pending investigations.  
This should be arranged through the Director of HR. The name of a nominated 
individual will normally be notified to the member of staff. 

1177..33  Members of staff, including witnesses, should also be encouraged to access support 
available through the College’s well-being service, for example, the Employee 
Assistance Programme, or their own GP, as necessary. 

1188..  GGrriieevvaannccee  ccoommppllaaiinnttss  

1188..11  If a member of staff wishes to raise a grievance during the disciplinary process, this 
should be addressed in writing to the Principal or the Chair of Governors of the 
college, who will decide what action should be taken, having taken appropriate 
advice, and their decision in this matter will be final. Depending on the nature of the 



 

 

 

grievance, this may be to temporarily suspend the disciplinary process to allow the 
grievance to be considered. Complaints about the conduct of the disciplinary process 
will not normally be dealt with under the grievance procedure, but can be raised 
during the disciplinary hearing and any subsequent appeal.   If action taken by the 
Chair of Governors is the subject of the grievance, s/he will delegate the matter to 
another governor for consideration and decision.   

1188..22  In cases where the grievance raised is unconnected to the disciplinary matter, it may 
be appropriate for this to be considered under grievance procedure running in 
parallel with disciplinary procedures.    

1199..  CCrriimmiinnaall  ooffffeenncceess  

An allegation of a criminal offence committed outside of work will not be treated as 
an automatic reason for disciplinary action.  Consideration needs to be given to what 
effect any warning, caution, charge or conviction has on the member of staff’s 
suitability to do their job and their relationship with their employer, work colleagues 
and the college community.  Where it is felt necessary to investigate the matter, 
consideration will be given to whether or not this can be completed before the 
outcome of any criminal investigation/prosecution is known.  In all cases, advice 
should be taken from the college’s HR Team. 



 

 

 

SCHEDULE 1 

2200..  EExxaammpplleess  ooff  ppootteennttiiaall  MMiissccoonndduucctt    

It is not possible to specify all forms of behaviour that will result in disciplinary 
action.  Each case must be judged in the light of the circumstances and context 
surrounding it.  Varying circumstances may well allow different disciplinary actions or 
no disciplinary action at all to be taken for what are similar offences 

The following examples give an indication of the Local Governing Body’s position as 
to the types of behaviour which constitute misconduct. The examples are not 
exhaustive and omissions from the list are not in themselves grounds for appeal.  
There is some overlap between the examples below and those listed in Schedule 2 
(examples of Gross Misconduct).  This allows for appropriate consideration of the 
seriousness of the alleged misconduct/gross misconduct.  The appearance or 
absence of an example in one schedule or the other should not substitute proper 
consideration of circumstances surrounding each case, or be in itself grounds for 
appeal. 

Members of staff should, so far as is reasonably practicable, be familiar with the 
working rules and procedures relating to their own college/department and their 
particular area of work.  These rules may be in the form of codes of practice, college 
policies and procedures, induction material, manuals, posters, notices and periodic 
memoranda and failure to have due regard to these may be grounds for disciplinary 
action in relation to general misconduct or professional negligence. 

Examples of potential Misconduct 

(a) Professional negligence, misconduct, omission or, in certain situations failure in 
performance to a reasonable and acceptable standard.   

Examples include: breaches of safeguarding procedures; failure to report or 
properly comply with college procedures for reporting allegations of abuse; 
failure to observe proper professional boundaries in staff-student relationships; 
failure to exercise reasonable care for the safety and welfare of oneself, other 
members of staff, students, governors, members of the public or others on 
college premises; actions causing loss, damage or injury through negligence; 
failure to use public funds in a proper and lawful way or observe basic ‘value for 
money’ tests.  

(b) Failure to observe college/department rules and procedures or those relating to 
the member of staff’s area of work; 

Examples include: those relating to time-keeping, attendance, signing in/out, 
proper reporting of sickness absence, smoking; 

(c) Persistent lateness or absence; 

(d) General misconduct; 

Examples include rudeness, insolence, drunken or aggressive behaviour, use of 
foul or abusive language, sexist, racist or other offensive behaviour. 



 

 

 

(e) Expressing personal beliefs in ways which exploit students’ vulnerability or might 
lead them to break the law 

(f) Cases of harassment or bullying, including cyber bullying 

(g) Cases of discrimination, harassment or victimisation contrary to the law and/or 
the college’s equalities policies, including giving instructions or bringing pressure 
to bear on others to do so or malicious complaints against or victimisation of 
members of staff using college procedures e.g. harassment, disclosure of 
malpractice etc.  

(h) A breach of health and safety rules, failure to observe health and safety policies 
and procedures, or endangering self or others; 

(i) Misuse of college property or that belonging to others while in the course of 
work; 

(j) Use of paid time or the college’s or facilities for purposes unrelated to the job; 

(k) Taking unauthorised leave; 

(l) Insubordination, non-compliance, failure to obey a reasonable and lawful 
instruction or direction, or conduct intended to otherwise undermine; 

(m) Bringing the college, service or profession into serious disrepute, including failure 
to observe reasonable standards of ethics and behaviour (or appropriate 
professional standards) within and outside work, or to have proper and 
professional regard for the ethos, policies and practices of the college.  This 
might include information on social networking sites, particularly where this 
involves malicious, defamatory or abusive communication;   

(n) Misuse of the internet or inappropriate use of electronic mail; 

(o) Wrongful sharing of security passwords in connection with building security and 
computer systems; 

(p) Unauthorised or inappropriate disclosure of confidential information, failure to 
observe data protection principles or the use of such information or official 
contacts for personal interest or gain; 

(q) Misuse of the college’s name, equipment, materials or information, including 
copyright and other intellectual property rights;   

(r) Failure to disclose an interest in college contracts; 

(s) Deliberate failure to disclose unspent criminal convictions or, in respect of 
employment exempt from the terms of the Rehabilitation of Offenders Act (i.e. 
employment with children or young people), failure to disclose any Police 
warning, caution, bind-over or conviction before and during relevant 
employment. 

 



 

 

 

2211..  EExxaammpplleess  ooff  ppootteennttiiaall  GGrroossss  MMiissccoonndduucctt  ((wwhhiicchh  mmaayy  jjuussttiiffyy  ddiissmmiissssaall  
wwiitthhoouutt  nnoottiiccee))  

As stated above, it is not possible to specify all forms of behaviour that will result in 
disciplinary action.  Each case must be judged in the light of the circumstances and 
context surrounding it.  Varying circumstances may well allow different disciplinary 
actions or no disciplinary action at all to be taken for what are similar offences 

The following examples give an indication of the Governing Body’s position as to the 
types of behaviour which constitute gross misconduct. The examples are not 
exhaustive and omissions from the list are not in themselves grounds for appeal.  
There is some overlap between the examples below and those listed in Schedule 1 
(examples of Misconduct).  This allows for appropriate consideration of the 
seriousness of the alleged misconduct/gross misconduct.  The appearance or 
absence of an example in one schedule or the other should not substitute proper 
consideration of circumstances surrounding each case, or be in itself grounds for 
appeal.  

In addition, members of staff should, so far as is reasonably practicable, be familiar 
with the working rules and procedures relating to their own college/department and 
their particular area of work.  These rules may be in the form of codes of practice, 
college policies and procedures, induction material, manuals, posters, notices and 
periodic memoranda. 

Examples of potential Gross Misconduct 

a) Serious professional negligence, misconduct, omission or, in certain situations failure 
in performance to a reasonable and acceptable standard;   

b) Examples include: serious breaches of safeguarding procedures; failure to report or 
properly comply with college procedures for reporting allegations of abuse; failure to 
observe proper professional boundaries in staff-student relationships; abuse of a 
position of trust; serious failure to exercise reasonable care for the safety and 
welfare of oneself, other members of staff, students, governors, members of the 
public or others on college premises; actions causing loss, damage or injury through 
serious negligence; serious failure to use public funds in a proper and lawful way or 
observe basic ‘value for money’ tests;  

c) Threatened or actual physical assault or violence towards members of staff, 
students, governors, or others on college premises or in the course of work;  

d) Serious sexual misconduct;  

e) Abuse against children or young people; 

f) Expressing personal beliefs in ways which exploit students’ vulnerability or might 
lead them to break the law; 

g) Serious cases of harassment or bullying, including cyber bullying; 

h) Serious cases of discrimination, harassment or victimisation contrary to the law 
and/or the college’s equalities policies, including giving instructions or bringing 
pressure to bear on others to do so or malicious complaints against or victimisation 



 

 

 

of members of staff using college procedures e.g. harassment, disclosure of 
malpractice etc.;  

i) Malicious or vexatious complaints against colleagues or other members of the college 
community; 

j) Serious offences involving the misuse or illegal possession of drugs, and/or serious 
cases of being under the influence of alcohol or drugs at work; 

k) A serious breach of health and safety rules, failure to observe health and safety 
policies and procedures, or endangering self or others; 

l) Deliberate and serious damage or misuse of college property or that belonging to 
others while in the course of work; 

m) Theft or misappropriation of cash or property belonging to the college, fellow 
members of staff, students and others at the college; 

n) Fraud or dishonesty, including falsely reporting sickness absence, falsification of 
work records, timesheets, travelling and subsistence or similar claims, or serious use 
of paid time or the college’s materials or facilities for purposes unrelated to the job; 

o) Taking significant unauthorised leave; 

p) Serious insubordination, non-compliance, failure to obey a reasonable and lawful 
instruction or direction, or conduct intended to otherwise undermine; 

q) Bringing the college, service or profession into serious disrepute, including failure to 
observe reasonable standards of ethics and behaviour (or appropriate professional 
standards) within and outside work, or to have proper and professional regard for 
the ethos, policies and practices of the college.  This might include information on 
social networking sites, particularly where this involves malicious, defamatory or 
abusive communication;   

r) Serious misuse of the internet or inappropriate use of electronic mail, including 
deliberately accessing or sharing pornographic, offensive or obscene material;  

s) Deliberate and wrongful disclosure of security passwords in connection with building 
security and computer systems; 

t) Serious unauthorised or inappropriate disclosure of confidential information, failure 
to observe data protection principles or the use of such information or official 
contacts for personal interest or gain; 

u) Serious misuse of the college’s name, equipment, materials or information, including 
copyright and other intellectual property rights;   

v) Failure to disclose an interest in college contracts; 

w) False statements or failure to disclose relevant information in applications for 
employment, including any personal incapacity which may be incompatible with the 
satisfactory discharge of the duties and responsibilities of the job; 

x) Deliberate failure to disclose unspent criminal convictions or, in respect of 
employment exempt from the terms of the Rehabilitation of Offenders Act (i.e. 



 

 

 

employment with children or young people), failure to disclose any Police warning, 
caution, bind-over or conviction before and during relevant employment; 

 

Some Reasons Which Might Justify Dismissal With Notice 

As distinct from gross misconduct, for which the normal sanction is dismissal without 
notice, dismissal will normally only take place after due warning through the 
disciplinary procedure.  However, there are a limited number of circumstances which 
fall short of gross misconduct where the governing body may determine that a 
member of staff shall cease to work at the college without prior warning being 
issued.  These are circumstances where the action of the member of staff has broken 
the mutual trust and confidence necessary to sustain the employment relationship.  
The following is a non-exhaustive list of circumstances which may give rise to such a 
determination: 

(a) Behaviour of a serious or criminal nature outside employment the nature of 
which makes continued employment impossible. 

(b) Committal to prison for an offence which is of such a kind, or entails a sentence 
of such length, as to make continued employment impossible.  

Depending on the seriousness of such matters, dismissal without notice may also be 
considered. 



 

 

 

SCHEDULE 2 

2222..  PPrroocceedduurree  ffoorr  aa  HHeeaarriinngg  

Hearings will be held in as informal a manner as possible and the member of staff will 
be afforded every reasonable assistance to put his/her case.  The conduct of the 
hearing is at the discretion of the Principal, his delegate or the Chair of the committee 
hearing the case, but s/he will allow the parties every reasonable opportunity to 
present their case. 

In the case of an appeal the order of presentation set out below would normally be 
reversed, with the member of staff as appellant presenting his/her case first.  
However, by prior agreement or where the appeal constitutes a re-hearing of the full 
case, the case against the member of staff may be presented first as at the initial 
hearing. Chairs of appeal committees or managers hearing appeals should ensure that 
all parties have a common understanding and agreement on the order of 
presentation. 

11..  IInnttrroodduuccttiioonn  

The Principal, his delegate, or the Chair of the appropriate committee manager 
hearing the case will ensure that those present are introduced to each other and that 
they are aware of the procedure to be followed. 

22..  PPrreesseennttaattiioonn  ooff  tthhee  AAlllleeggaattiioonnss  

The person presenting the case against the member of staff may make an opening 
statement outlining the case.  The person or committee hearing the case and the 
member of staff responding to it may ask questions.  

S/he will then call any witnesses and ask them to give their evidence. The member 
of staff or his/her representative may then ask questions of each witness.  The 
person or committee hearing the case may also ask questions of any witness.  The 
person presenting the case may then re-examine the witness.  

Where evidence is presented in the form of documents, the person presenting the 
case or an appropriate witness will explain the nature and significance of the 
documents. 

33..  TThhee  MMeemmbbeerr  ooff  SSttaaffff’’ss  CCaassee  

The member of staff or his/her representative may make an opening statement.  The 
person or committee hearing the case and the person presenting the case against 
the member of staff may ask questions.  

S/he may call any further witnesses and invite them to give their evidence. The 
person presenting the case against the member of staff may ask questions of each 
witness after s/he has given his/her evidence. The person or committee hearing the 
case may then ask questions. The member of staff or his/her representative may re-
examine the witness. 

Where there is any documentary evidence, the member of staff or any witness on 
his/ her behalf will explain its significance. 



 

 

 

  

44..  RRee--eexxaammiinnaattiioonn  

Both parties will be asked if they wish to re-examine any evidence. The 
person or committee hearing the case may also do so at its discretion. 

55..  FFiinnaall  SSttaatteemmeennttss  

The person presenting the case against the member of staff may make a 
final statement. The member of staff or his/her representative may then 
also make a final statement. 

66..  AAddjjoouurrnnmmeenntt  

Either party may ask for an adjournment at any stage. The decision to 
adjourn is at the discretion of the Chair, who will consider a request in the 
light of the reason given for it. 

77..  CCoonnssiiddeerraattiioonn  ooff  tthhee  CCaassee  

All parties will withdraw. The Principal or the committee will deliberate. An 
HR advisor may be present at these deliberations to advise on procedural 
matters.  

If it is necessary to recall either party or any witnesses, to resolve a point 
of uncertainty, both parties will be invited to be present, whether or not 
the point of doubt concerns one party or both. 

88..  DDeecciissiioonn  

If possible the decision will be communicated orally to the member of staff 
after the hearing. The decision will be confirmed in writing to the parties 
involved as soon as possible after the hearing. 
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Introduction 
 
Our aim is to provide an outstanding education for our students and to ensure that 
our teaching and support staff develop and apply their skills to that end.   The Senior 
Leadership Team and Governors recognise their duty to make explicit the 
expectations of staff including the teaching standards and competence requirements.    
 
Good performance management is an all-year process, with regular supervision and 
feedback.  One seeks to provide each member of staff with the direction, development 
and support necessary to assure a productive and rewarding career.   Concerns about 
performance should be addressed promptly and not left until formal review meetings.   
 
Teaching staff are required to demonstrate the skills outlined in the Teachers’ 
Standards and apply effective teaching and learning practices.   Support staff are also 
expected to demonstrate competence appropriate to their role and any relevant 
professional and/or role standards.   
 
If a member of staff falls short of the required standards, we would expect that such 
shortfalls would be addressed normally in day to day managerial discussions and/or 
periodic discussions relating to appraisal.   These should be two-way discussions, with 
the objective of encouraging and helping the employee to improve and for the 
improvement to be sustained.    
 
This procedure will be used when there are serious concerns about performance 
and/or competence due to capability, which cannot be addressed effectively by or are 
not deemed appropriate to the appraisal process.  It’s emphasis is one of support and 
it is important that the right procedure is used according to the situation under 
review. 
 
The Capability Procedure is designed to: 
 
 Encourage staff to meet agreed standards of behaviour, conduct and job 

performance 
 Deal fairly and consistently with staff who do not improve to meet those 

standards and identify ways to help them improve 
 Be applied in a consistent, fair, prompt and supportive way. 
 Ensure that no individual is discriminated against. 
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For a variety of reasons, the performance of an employee may give rise to concern 
because the evidence suggests that s/he is unable to carry out the duties and 
responsibilities of his/her post to a professionally acceptable standard, through lack of 
capability, aptitude, skill or ability and not through any lack of willingness or effort on 
his/her part.  Where the employee concerned fails to carry out his/her duties and 
responsibilities to a reasonable and acceptable standard for reasons of his/her 
capability, the procedure set out in this document should be used.  One important 
factor will be the impact of the employee’s performance on Students’ achievement, 
progress and well being. 
 
This policy takes account of the 2016 Ofsted inspection framework, with its focus on 
the: 

 effectiveness of leadership and management   

 quality of teaching, learning and assessment   

 personal development, behaviour and welfare 

 outcomes for students. 
 

This procedure will be implemented in accordance with the provisions of the ACAS 
Code of Practice.  

 
 

1 Key Purposes of the Capability Process 
 
 Explain to the individual the problems/concerns and the facts including any 

assessments or observations so that the individual understands the serious nature 
of those. 

 Give the individual an opportunity to explain and respond to those concerns; 
discuss together what improvements need to be made, the support to be given 
and pointers as to how to improve. 

 Positively and constructively support the individual to improve their performance 
through advice, guidance and support.  Help them to refocus on the areas of 
improvement so that he/she can achieve the required standards in an acceptable 
period. 

 Ensure the employee is aware of each stage of the procedure and give a formal 
warning of the consequences if appropriate improvements are not demonstrated in 
an acceptable period of time.  

 
 Ensure that all staff are treated in a fair, consistent, understanding and timely 

manner and in accordance with all relevant legal requirements. 
 

 Support managers in carrying out their responsibilities for the maintenance of high 
standards of work performance by all staff. 

 
 Contribute towards the continual improvement of the performance and 

effectiveness of One. 
 
 
2 Scope of the Policy  
 
The principles and procedure apply to all staff, including the Principal, at One and will 
take effect from 1st January 2017.   The principles and process supersede earlier 
capability procedures even if a case was started before 1st January 2017. 
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Where the concerns relate to the Principal, the Chair of Governors will manage the 
procedure and, where concerns persist, will convene a Special Committee of the Local 
Governing Body (which should not include any governors from the Appeals 
Committee) to determine what action should be taken.  The Committee will proceed in 
all other stages of this procedure.  The Committee will carry out those functions 
normally undertaken by the Principal/line manager.   A Principal who is the subject of 
this procedure will have all the rights accorded to other staff at the various stages. 
 
Other procedures exist to address conduct, including performance issues involving 
misconduct.  Another reason for concerns about performance may be genuine but 
unacceptable absence due to ill-health.  This may affect the long-term ability for staff 
to continue to carry out the requirements of the role and may have a detrimental 
effect upon service delivery.  Ill-health cases will follow similar principles to those in 
this procedure and in accordance with the absence management procedures.  In some 
cases, it may be appropriate for monitoring and/or formal procedures to continue 
during a period of sickness absence.  

Disciplinary procedures exist to deal with misconduct, wilfully deficient performance, 
refusal to follow instructions, negligence and other similar situations, and should be 
used where such considerations form a significant part of any complaints. 

Separate guidance also exists for dealing with problems arising from alcohol 
dependence.  However, this procedure may be applied where this or substance abuse 
has a significant effect on the member of staff’s performance.  

The assessment and treatment of staff undergoing an induction or probationary period 
(including Newly Qualified Teachers), or similar, will be dealt with according to the 
terms of their probationary period, unless the employee’s performance falls so far 
below professionally acceptable standards as to require immediate action. 
 
The principles and procedure in this document are not intended to create a 
contractual term of employment, unless stated otherwise.    
 
This procedure ensures that One has a fair and consistent framework for dealing with 
capability matters effectively, consistently and in a timely matter to ensure that no 
individual is discriminated against. 
 
An employee working within the college but employed on another organisation’s terms 
and conditions of employment should be managed under their appropriate 
policy/procedure. 
 

3 Proactive Management of Staff Performance and Capability 
 

While it is important to deal with capability issues fairly and effectively, it is just as 
important to look at ways of preventing problems escalating in the first place, for 
example, through: 
 

 Careful recruitment, selection and training  
 Clear standards, expectations and effective communication  
 Regular supervision and performance development reviews. 
 Identification and, where appropriate, assistance in resolving underlying 

problems 
 
Many factors can contribute to poor performance, including those which are not 
directly related to the workplace.  Assistance with resolving underlying issues could 
include reference to: 
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 HR support 
 The Employee Assistance Service 
 Referral to Occupational Health (where appropriate) 

 
3.1  Normal Performance and Appraisal Arrangements 
 

Managers must, in the first instance, seek improvement through normal performance 
and appraisal management.  In many cases, the right word, at the right time and in 
the right way may be all that is needed to address poor performance.  Every effort 
should be made to resolve performance issues on an informal basis. 
 
Feedback through normal performance management arrangements must include 
positive, proactive feedback on performance and constructive feedback when 
performance is not at the required standard – this must include  

 confirmation of the required standard,  
 the standard the employee is currently performing at,  
 an agreement of how the required standard will be achieved and  
 the consequences if standards are not achieved.  
 

Where concerns continue, discussions should include clear advice about the 
improvements needed, support available and how and when performance will be 
reviewed – this should be confirmed in writing. 
 
Although there is no right for the employee to be accompanied at this stage, it may 
be helpful for the employee’s Trades Union representative to be involved at an early 
stage.  Additional training, coaching or advice may be agreed.   
 
 
4 Stages of the Process 
 
Before action under the formal stages of this procedure is considered, the member of 
staff should be informed in writing that this will be considered if there is no 
improvement within the agreed review period and invited to a meeting to discuss the 
evidence in more detail. 
 
In many circumstances, significant evidence will have already have been gathered as 
part of student progress monitoring, normal performance and appraisal management 
and the additional support provided, which the college will summarise as evidence.   
 
The collated evidence will clearly indicate the support and advice offered to date and 
make a recommendation for one of the following: 
 

 No further action, 
 Further support as part of normal performance and appraisal management 
 Formal action under this procedure 

 
In all cases, the outcome will be confirmed in writing to the employee.  
 
Where the decision is made to take formal action under this procedure because the 
member of staff has made insufficient improvement despite the support and 
monitoring, the member of staff will be invited to a formal meeting under Formal 
Stage 1 of the procedure. 
 
The individual should also be informed that he/she will be taken out of One’s normal 
appraisal process until such time as the capability procedure is brought to a 
conclusion. 
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Normally, there will be three formal stages: 
 
First stage   capability meeting  
Second stage review/progress meeting  
Third stage   final outcome/decision 
 
All staff should progress through each stage of the procedure, and in accordance with 
agreed timescales.  
 
Exceptions can apply in the following circumstances and consequently, line managers 
can decide to progress individuals to the next stage of the procedure earlier than 
agreed: 

 Deterioration in performance 
 Not meeting the targets in the agreed Development Plan. 

 
 
5 Timescales 
 
Capability issues should normally be resolved within ten to twelve working weeks, 
however, it is acknowledged that there may be circumstances when the process will 
take longer to complete (see Appendix 2).  These may include annual leave, working 
patterns or ill-health where reasonable adjustments need to be made under the 
Equality Act 2010. Where this is anticipated, advice must be obtained from HR. 
 
The period of monitoring under a first or final written warning will not normally exceed 
six weeks, (excluding One’s closure periods where appropriate), according to the 
needs of the individual and One.  Whilst every effort should be made to agree the 
appropriate length of this period of monitoring, where agreement cannot be reached, 
it will be set by the Principal. 
 
 
6 Arranging Formal Meetings  
 
Meetings at each stage should be arranged according to the relevant points below.  
 
 At least five working days’ notice will be given of the formal capability meeting.  

 
 Confirm the expected standard of performance and the standard at which the 

employee is currently performing.  Sufficient information should be given about the 
shortfalls/concerns to enable the individual to prepare and answer the case at the 
meeting.    

 
 The facts, relevant documentary evidence, any witness statements or other 

materials should normally be provided with the notice of the meeting.  The collated 
evidence will clearly indicate the support and advice offered to date. 

 
 Details of the time and place of the meeting should be given as well as who will be 

present;  
 
 Confirm that the meeting is being held under One’s capability procedure and 

explain the process that will be followed and the possible outcomes;  
 
 If the evidence to date indicates that a potential outcome may be a formal warning 

or dismissal, this possibility should be mentioned so that the individual realises the 
seriousness of the issues.  
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 The individual should be reminded of his/her right to be accompanied by either a 

colleague employed by One or a trade union official, or a trade union 
representative who has been certified by their union as being competent.   

 
 Notes of the meeting should be taken and a copy provided to the individual.  
 
Note - if the trade union representative is not available on the set date, the meeting 
may be postponed for up to five working days so that the representative can attend or 
the individual can arrange for a different companion to attend. 
 
 
7 Stage 1 - Formal Capability Meeting  
 
7.1 Establishing the Seriousness of the Shortcomings or Concerns  
 
The purpose of Formal Stage 1 is to support the employee in improving their 
performance to meet the required standard against an agreed Development Plan (see 
Appendix 1 for a template Development Plan). 
 
This meeting is intended to establish the facts.  It will be conducted by the Chair of 
Governors (for Principal capability meetings) or the Principal, or other senior leader, 
for other staff. 
 
This will normally be the first formal meeting and the following principles should be 
applied. 

 Explain the facts and the nature of the alleged shortcomings/concerns. 

 Give the individual opportunities to respond to the shortcomings and concerns as 
this may provide new information or a different context to the 
information/evidence already collected.  

 The person chairing the meeting should be alert to the fact that performance 
issues may be caused by several factors including ill health.   The chair person 
should discuss such matters if these appear to have a bearing on the issues.  

 If the individual is impaired physically and/or mentally, the chair person should 
bear in mind the legal duty to make reasonable adjustments in the particular 
circumstances. 

 If further investigation is needed or more time is needed in which to consider any 
additional information, adjourn the meeting to a later time or date.  

 In any case, have a short adjournment, if appropriate, to decide whether or not 
the shortcomings/concerns are substantiated and the following: 

 
Issues are not 
substantiated  
 

discontinue the capability process  

Issues are not serious 
enough to warrant 
action under the formal 
capability process  

as appropriate, address the remaining concerns 
either through the appraisal process or day to day 
managerial discussions with the individual or other 
appropriate process 
  

Issues are substantiated Continue the meeting to decide what actions need 
to be put in place and which sanction under this 
procedure is appropriate - see later sections. 
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7.2 Substantiated Significant Issues/Concerns  
 
At this point in the meeting or following an adjournment, the chairperson should be 
clear that the issues have been substantiated adequately.   The principles below 
should be applied now.  

 Issue a ‘written warning’ containing the following information:- 

•  Identify the shortcomings, for example, with regard to a teacher which of the 
Teachers’ Standards (or other relevant professional standards) are not being 
met and with regard to which Support staff which requirements of the role are 
not being met to the standards expected. 

o Confirm the risks to One and Students of the underperformance; 

o Explain the improved standard of performance needed to ensure that the 
individual can be removed from the formal capability procedure.  That may 
involve for example: 

 Setting of new objectives focused on the specific weaknesses that need to be 
addressed. 

 Specifying any success criteria or measures that might be appropriate. 

 Explaining the evidence that will be used to assess whether or not the necessary 
improvement has been made – this should help to avoid any ambiguity about what 
measures and sources of evidence will be used to monitor progress. 

 Give clear guidance on the above and how the individual can self assess his/her 
own progress. 

 Explain any support that will be available to help the individual to improve 
(training, development, Occupational Health, Trades Union, etc); 

 Set out the timetable for improvement.  A reasonable period should be given so 
that the individual can demonstrate significant progress.  The period will be 
decided in the light of the issues and opportunities etc. but will normally be 
between 4 and 10 weeks.  A longer period may be required in special or complex 
circumstances but only if the chair person is satisfied that the individual is 
committed to and able to make significant improvements.    

 warn of the consequences of not making an acceptable improvement, for example 

 

Formal written 
warning 

Formal Stage 1 constitutes a ‘written warning’ which, if 
no further action is taken, will remain active for 6 
months from the end of Formal Stage 1 (from the date of 
the confirmation letter).  Failure to improve within the 
set period could lead to a final warning or even 
dismissal.   

Final written 
warning 

For very serious circumstances; will remain effective for 
1 year. 
In final warnings, Stage 2 would be omitted as the next 
meeting would be per Stage 3.    
The Chair person may decide that an interim review 
would be useful but that would not extend the length of 
the improvement period.  

 Explain the entitlement to appeal against the warning and the time limit - normally 
10 calendar days from the date of the letter sent to the individual.   

 Set out the timing and arrangements for the review stage. 



 8 Staff Capability Policy Revised January 2017 

 Place the above points in writing and ensure that any support and monitoring 
actions are put into effect.  

 The individual then moves into the performance monitoring and review period, 
evaluation, guidance and support will continue during this period.  The individual 
should  

o make every effort to meet the objectives agreed in the Development Plan; 
o attend the agreed review meetings and any further review meetings deemed 

necessary; 
o give honest feedback on their current performance and progress against the 

Development Plan and Student progress targets. 

 Check that the individual understands what is expected.  It may be helpful to ask 
the individual to explain how he/she will overcome the shortcomings to assess 
whether he/she has grasped the issues and potential solutions. 

 
8 Stage 2 – Formal Review/Progress Meeting  
 
The period prior to a Stage 2 meeting should have given managers a realistic 
opportunity to establish whether or not the individual is making sufficient progress 
towards the standards and competence required.  
 
Similar arrangements should be made for the meeting as noted in section 6.  A copy 
of the Development Plan will be sent to the individual and will invite them to a formal 
review meeting at the end of the agreed review period (this can be brought forward if 
necessary).   
 
At the formal review meeting, the manager and employee will review the employee’s 
progress against the Development Plan. 
 
The following principles will be applied to this meeting 

 Review progress since the first meeting and ask for any explanations of continuing 
or new shortfalls. 

 Ensure the employee has the opportunity to respond to and explain any factors 
affecting their current performance and consider this when determining the 
appropriate course of action 

 Weigh up progress to determine whether: 
 

Sufficient improvement 
has been demonstrated.  
 

Discontinue the capability process; the individual 
will be placed back in the appraisal process.   The 
written warning will remain active for 6 months 
from the date of the Formal Stage 1 Review 
Meeting. 
 

Some progress has been 
made and the chair 
person is confident that 
more progress will 
occur. 
 

Consider an extension of the monitoring and review 
period (generally for no more than two working 
weeks).  During this period the Development Plan 
will continue to be implemented (under Formal 
Stage 2 of this procedure).  

 Check what level of support is now appropriate 
to sustain progress. 

 Explain the required improvements including 
any further or revised targets. 

 Set out what success criteria will be used and 



 9 Staff Capability Policy Revised January 2017 

how those will be measured. 
 
A review meeting will take place at the end of the 
extended review period and one of the three 
outcomes set out within Section 8 will be 
determined. 
 
The formal warning should remain in effect. 
 

No or insufficient 
improvement has been 
made 
 

Give a final written warning and specify how long 
the review period will be before the next meeting 
i.e. between 4 and 10 weeks unless longer is 
appropriate.  Until the hearing takes place, the 
employee will continue to be supported to meet the 
requirements of the Development Plan. 
 

 
The outcome of the formal review meeting will be confirmed to the employee in 
writing. 
 

If a final written warning is given, 

 explain that failure to achieve an acceptable standard of performance (within the 
set timescale), will result in dismissal.  

 Confirm that a final written warning has been issued, which if no further action is 
required, will remain active for 12 months from the end of Formal Stage 2.  

 Set out the arrangements for the further monitoring and review period and the 
time limit of 10 working days to request an appeal against the final warning. 

 Provide the individual with notes of the meeting and implement any support 
actions. 

 Confirm the points in writing especially regarding the written warning, the right of 
appeal and the date of the next meeting which will be as per Stage 3.  
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9 Stage 3 - Outcome/Decision Meeting 
 
This meeting is to determine what action is appropriate in the light of the 
improvements seen in the review period.    At Stage 3 it will be determined: 
 If One has exhausted all options in supporting the employee to improve their 

performance; 
 What the outcome of the procedure should be. 
 
9.1 Authorised Persons to Decide the Outcome 
 
 Arrangements for the meeting should cover similar points as in section 6.  

Consideration should also be given as to who should conduct the meeting at Stage 
3.  

 If the potential/ likely outcome will be dismissal, the meeting should be chaired as 
follows: 

i) Principal For Teachers/Support staff who 
are not members of the Senior 
Leadership Team 

ii) 2/3 members of the Local Governing 
Body.  

The Principal should be given the 
opportunity to give evidence to the 
meeting as to whether acceptable 
progress has been made.  

For Teachers/Support staff on the 
Senior Leadership Team  

ii) 2/3 members of the Trustee Board.   

The Chair of Governors or a Director may 
also participate unless he/she will be 
involved in any appeal. 

For the Principal.   

 The chairperson should summarise progress in the review period drawing upon 
relevant facts, observations and documentary etc. evidence which will normally 
have been shared with the individual.  

 The individual should be given the opportunity to put forward explanations about 
his/her progress and any relevant issues to the lack of progress.  

 The chairperson may wish to adjourn the meeting, for a short time or longer, to 
decide whether the required improvements have been met to an acceptable level 
and whether: 

 
Sufficient improvement 
has been 
demonstrated.  

If the required standard of performance has been met, 
discontinue the capability process, restart the 
appraisal process.  The final written warning will 
remain active for 12 months from the end of Formal 
Stage 2.  

Insufficient 
improvement has been 
made - weigh up 
whether  
 

i) An extension of the monitoring period is merited, 
(generally for no more than two working weeks).  
During this period the Development Plan will 
continue to be implemented (under Formal Stage 2 
of this procedure). A review meeting will take place 
at the end of the extended review period and one 
of the three outcomes set out within Section 8 will 
be determined (the final written warning should 
remain in effect) or 
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ii) An alternative short of dismissal such as a Final 
Written Warning and transfer to alternative 
employment should be agreed or 

iii) Dismissal is reasonable in all the circumstances.  

 

9.2 Decision - Extension of the Monitoring Period 

 If this is appropriate, the final written warning should still remain in place. 

 The points in section 8 should be explained so that the individual is clear about 
what must be demonstrated, by when and the consequences of not doing so i.e. 
dismissal. 

 Place the points in writing. 

 Implement the support and monitoring arrangements. 

 Set a date for the next meeting as per stage 3 i.e. the final outcome meeting.  
 
9.3 Decision – Alternative Action Short of Dismissal  
 
A sanction such as an alternative short of dismissal may be agreed with the individual 
e.g. alternative employment on a lower grade.  This would normally be accompanied 
with a final written warning to ensure that the consequences are clear if there is a 
repetition of unacceptable performance.   This course of action will need agreement of 
the member of staff and will need to be in line with any statutory or contractual terms 
regarding movement to a different job especially if a lower grade.  
 

9.4 Decision - Dismissal is justified  
 
Insufficient improvement has been made and it has been determined that either 
 the required standard cannot be met within a short period 
 Or, the member of staff is capable of performing at the required standard but does 

not due either to negligence or carelessness or idleness, or a combination of some 
or all of these. 

 
If performance remains unsatisfactory and there is no indication that this is going to 
improve to an acceptable standard within an acceptable time frame, a decision should 
be made as to whether or not dismissal will be reasonable in all the circumstances 
and consistent with other decisions regarding capability.  
 
Before giving notice of dismissal, alternative employment at One should be considered 
and, if available, placed in writing to the individual.  Advice may be sought on this 
from HR. 
 
 If dismissal is decided upon, the individual should be dismissed with notice, (unless 

their performance has been so negligent so as to amount to gross misconduct, in 
which case they may be dismissed without notice).   However, it may be agreed 
that the employee will not return to work at the college in a capacity which directly 
affects the education of students, or they may be granted paid leave for the 
duration of their notice period. 

 If dismissal is decided upon, then whichever is the longer of the contractual or 
statutory notice period should (normally) be given.     

 The member of staff should be informed in writing as soon as possible of the 
dismissal (normally within 10 working days). 

 The following should be included in the letter: 
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o The effective date on which the employment contract will end. 

o The appropriate period of notice.  

o The reasons for the dismissal.  

o His/her right of appeal and deadline for submitting the appeal. 

 
 
10 Entitlement to Appeal  
 
If a member of staff feels that a decision to dismiss him/her or other formal warning 
given to him/her is wrong or unjust, he/she may appeal in writing against the decision 
within 10 calendar days of the decision and must set out at the same time the 
grounds for the appeal. 
 
 Appeals will be heard without unreasonable delay and usually within 20 working 

days 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.  Notes of the 
appeal hearing will be taken and a copy sent to the individual.  

 The appeal will be dealt with impartially and, will usually be heard by the Principal 
or 2 or 3 Governors, who have not previously been involved in the case.  

 The staff member will be informed in writing of the results of the appeal hearing as 
soon as possible (usually within 10 working days).  The decision of the appeal 
hearing will be final.   

 The procedure for an appeal will follow that set out in the Disciplinary Procedure. 

 

11 Returning to Earlier Warnings 

If there is evidence within six months of the procedure ceasing (for a first written 
warning) or within twelve months (for a final written warning) that the employee has 
not sustained the level of performance required, the procedure may be resumed at 
any stage up to and including that stage previously reached.  

 
 
12 Exceptional Circumstances 

 
In exceptional cases where the level of performance could have serious consequences, 
successive warnings may not be appropriate.  For example; 

 where the employee’s performance falls so far short of an acceptable standard, 
that improvement to an acceptable level may reasonably be deemed 
impossible; or 

 where a lack of competence has a seriously detrimental effect on the education 
of students; or 

 where the employee’s lack of competence could have other serious 
consequences  e.g. safety considerations  

 
In such circumstances, One may proceed directly to consideration of a final written 
warning or dismissal, as appropriate.  Managers should seek advice from HR. 
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13 Grievance Related to the Capability Issues   
 
If a member of staff raises a grievance during the capability procedure, the 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. 
 
If reasonably practicable managers or Governors considering the grievance should not 
have been involved in the capability process for the individual concerned.  

 
14 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 college’s absence policy and will be referred immediately to the 
occupational health service to assess the member of staff’s health and potential 
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. 

 
15 Confidentiality  
 
The capability meetings and process will be treated with confidentiality.   However, 
the desire for confidentiality does not override the need for the Principal and Local 
Governing Body and/or Directors to quality-assure the operation and effectiveness of 
policies and procedures. For example, through the effective monitoring and 
moderation of the appraisal process. 
 
 
16 Review of the Policy  

The policy may be revised from time to time to introduce any changes in 
regulation, associated guidance and statutory guidance and to ensure that it 
reflects the needs of One as the college evolves.  

The Governing Body is committed to ensuring consistency of treatment and fairness 
and will abide by all relevant equality legislation. The Local Governing Body will inform 
(seek to agree with) the recognised representatives from the trade unions of any 
revisions to the policy, having regard to the results of the consultation with all staff.    
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Appendix 1 

 
Capability Policy - Template for review meetings 

 

Start date for review meetings: Employee’s name: Line Manager’s name: 

D
at

e 
of

 r
ev

ie
w

s:
 

 

S
ig

n
ed

: 

 

S
ig

n
ed

: 

 

   

   

   

   

   

  
 

Area(s) for improvement Action needed Actions and/or support agreed (with 
dates)  

Notes regarding progress at each weekly 
review  

Detail the specific aspects of 
performance where 
improvement is sought.  

It may be helpful to 
reference aspects of the 
employee’s job description, 
their professional duties or 
the Teachers’ Standards 

Details the targets, 
objectives and/or 
standards the 
individual must 
meet to 
demonstrate 
improvements in 
this area  

 Detail progress achieved by each review meeting, 
dating each update  

Add further lines of detail as 
necessary 
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Capability Procedure Timeline          Appendix 2 
 
It is anticipated that most cases of capability will be resolved within ten to twelve working weeks (including informal feedback as 
part of normal performance and appraisal management arrangements).  However, it is acknowledged that there may be 
circumstances when the process takes longer to complete.   
 
 
 
 
 
 

Final warning 
followed by 
monitoring & review 

Decision 
meeting 

Formal 
capability  
meeting 1st warning followed 

by monitoring & 
review period 

Formal review  
meeting 

Final warning 
followed by 
further 
monitoring 
and review 
period 

Decision 
meeting 

+ =+ 

Note: The timings given above are illustrative only.  

5 
days’  

4- 6 weeks 
minimum

4 - 6 weeks 
minimum

10 – 12 
weeks 

 

 

Illustrative capability procedure timeline 

Support and 
monitoring as 
part of normal 
performance 
management 
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1. Introduction 
  
Grievances are concerns, problems or complaints that members of staff raise with their 
employers.  These may be about any aspect of their work, treatment that they have 
received, or relationships with colleagues. This policy is also used when dealing with 
complaints of bullying and/or harassment.  The purpose of this policy is to ensure that 
complaints are dealt with swiftly, fairly and consistently. 
   
2. Scope 
  
This policy applies to all teaching and support staff at One.  
 
A member of staff working at One but employed on another organisation’s terms and 
conditions of employment should have any grievance managed under their own 
organisation’s appropriate policy/procedure. 
 
3. Confidentiality 
 
All grievance proceedings, including details of any investigation and statements relating to 
it, are confidential to the parties concerned, with the exception of official bodies which have 
a right to require disclosure of information.  The delegated committee of the Local 
Governing Body will be notified of the outcome of any formal process, once it has 
concluded.  Any breach of confidentiality may also be considered under the disciplinary 
policy.   
  
4.  Exclusions 
 
This policy does not apply to complaints of professional malpractice, wrongdoing or criminal 
activity: such complaints should be raised immediately via the Whistleblowing Policy. 
Similarly, this policy will not be used to raise complaints where any other policy (such as 
the disciplinary policy) applies.  Pay and Grading Appeals will be considered under the 
specific arrangements in place for that purpose. 
The grievance policy will not be used to deal with complaints made after employment has 
ended, for any reason.  However, if a grievance has been raised and not concluded before 
a member of staff leaves, he or she will be invited to continue with the grievance process.  
   
5.  Roles and Responsibilities 
 
Any complaint raised under this policy should be made in good faith. Any complaint found 
to have been made for malicious, false or similar reasons may give cause for disciplinary 
action.  All members of staff are expected to co-operate in the implementation of this 
policy and the accompanying Harassment and Bullying Policy (where applicable) both of 
which are intended to secure fair and reasonable treatment and equality of opportunity for 
all members of staff. 
 
Whether raised at the informal or formal stages of this process (see below) it is important 
that the member of staff approaches the right person with his/her grievance.  
 
If the complaint is an informal one and involves other member(s) of staff the staff member 
may make a direct approach to the individual(s) concerned.  Otherwise, he/she should 
directly approach his/her line manager, or the Principal (who may wish subsequently to 



 
 
 
 
 

 

 
delegate this matter to a senior member of staff (a relevant person), as appropriate) in 
order to explore resolution of the matter. Where the grievance is about the Principal, or the 
Local Governing Body, it should be referred to the Chair of Governors.  Where the Principal 
has an informal grievance of his/her own, this should be referred to the Chair of Governors 
in the same way. 
 
The same principles apply within the formal stages (see below) of this procedure, with the 
grievance being submitted to the Principal or Chair of Governors as appropriate.  The 
grievance would then be heard by the Principal, or by the Hearings Committee of the Local 
Governing Body, accordingly. Where a member of staff reaches the appeal stage, he/she 
would lodge the appeal with the person, or the Chair of the Committee, who heard the first 
formal stage.  The Governors’ Appeal Committee will then be convened to hear the appeal.  
For Principals’ grievances, the formal grievance hearing will be carried out by the 
Governors’ Hearings Committee and any subsequent appeal by the Governors’ Appeal 
Committee.   
 
6. Informal stage 
 
Many grievances can be resolved informally and quickly, and there is an expectation that 
members of staff will seek to do this, without unreasonable delay, before formal steps are 
considered.  The relevant person (see paragraph 5 above) receiving the complaint will try 
to resolve it informally with the party or parties concerned wherever possible.  Where there 
is a dispute between members of staff, it may be appropriate to involve a trained mediator 
in these circumstances, with the various parties’ agreement. 
  
7. Formal grievance process 
  
If a complaint has not been satisfactorily resolved via informal measures then the member 
of staff raising it should set the complaint down in writing, without unreasonable delay, and 
state what steps have already been taken to resolve the grievance, and what he/she 
believes to be the solution to it.  This complaint should be given, together with any 
supporting documentation, to relevant person as set out in section 5 above.  
 
7.1 Investigation 
 
In some cases it may be necessary to carry out an investigation into the grievance. The 
amount of any investigation required will depend on the nature of the allegations and will 
vary from case to case. It may involve interviewing and taking statements from the 
member of staff and any witnesses, and/or reviewing relevant documents. The 
investigation may be carried out by the relevant person or someone else appointed by the 
relevant person. 
 
The member of staff must co-operate fully and promptly in any investigation. This may 
include disclosing the names of any relevant witnesses, disclosing any relevant documents 
and attending interviews, as part of the investigation.  
 
The investigation may be instigated before holding a grievance hearing where this is 
considered appropriate. In other cases the grievance hearing may be held before deciding 
what investigation (if any) to carry out. In such cases a further grievance hearing will be 
held with the member of staff after the investigation and before any decision is reached. 
 



 
 
 
 
 

 

 
7.2 Hearing 
 
The relevant person will arrange a hearing, usually within two working weeks of the 
member of staff’s written grievance being received although this may depend on what, if 
any, investigations are being carried out. 
 
The hearing will be conducted in a manner which allows the member of staff to explain the 
grievance and how it might be resolved. 
 
At the formal hearing the member of staff is entitled to be accompanied by a trade union 
representative or a workplace colleague.  The person accompanying will be allowed to 
address the hearing, to help state the member of staff’s case.  This person does not have 
the right to answer questions on the member of staff’s behalf.   
 
A decision may be given at the end of the hearing, but in any case will be set out in a 
written response to the member of staff within two working weeks.  This response may also 
contain what action is intended to resolve the grievance, if any part of it is upheld.   
 
In some cases it may be necessary to adjourn the process to allow for further investigation 
to take place in order to allow a thorough consideration of the grievance, and to make 
recommendations for action. If so, the member of staff will be kept informed regarding the 
process and a further grievance hearing will be held following the further investigations.  
 
7.3 Appeal 
 
If the member of staff feels that his/her grievance has not been satisfactorily resolved, 
then he/she may appeal against the findings. A written notice of appeal should be 
submitted, stating the grounds for the appeal.  An appeal hearing will be arranged with 
another member of the senior team, usually to take place within two working weeks.   
 
New evidence is admissible for an appeal, providing that it is submitted at least a week 
before the hearing.  The hearing will usually take the same format as the formal grievance 
hearing at 7.2 above.  The member of staff has the same right to be accompanied. 
  
A written response will be issued to the member of staff within two weeks of the date of 
the hearing, unless further investigation or similar is required. The decision made at the 
appeal is final.  The member of staff will not be able to raise another grievance about the 
same matter. 
 
 8. Collective grievances 
 
A collective grievance occurs where a group of staff feel aggrieved about the same issue.  
Where this occurs, the members of staff will be asked if they wish to have the grievance 
considered collectively and if so, whether they want to nominate one member of staff as a 
spokesperson. If the grievance is dealt with in this way it cannot then be raised by the 
same members of staff individually.  A collective grievance procedure will follow the same 
timescales and process as one raised individually.  
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Appraisal and Performance Management Policy  

 
  
 

 

Introduction 

Revised appraisal arrangements came into force with effect from 1 September 2012.  They are 
set out in the Education (School Teachers’ Appraisal) (England) Regulations 2012 (the 
Appraisal Regulations) which replace the Education (School Teacher Performance 
Management) (England) Regulations 2006 (the 2006 Regulations).  Schools and local 
authorities must have an appraisal policy for teachers and a policy, covering all staff, which 
deals with lack of capability. 

Performance management and appraisal are developmental and supportive processes, 
designed to ensure that all staff have the skills and support they need to carry out their role 
and that they continue to improve their professional practice throughout their career. 

One adopted the new Appraisal Procedure for the 2012/13 cycle (Objective Setting, 
Identification of Training/ CPD needs, Lesson Observations, Assessment/ Evaluation) and has 
worked in accordance with this revised policy over the past three years.  It is now appropriate 
to review the appraisal policy, to ensure that it remains fit for purpose and supports our high 
performing, outstanding institution to continually strive to improve.    

In line with the School Teachers Pay and Conditions Document 2013, with effect from 1 
September 2014, Teachers’ pay is no longer determined by their length of service, rather by 
differentiated progression through the pay scales to reward excellence and performance 
improvements.   The Pay Policy sets out how this differentiation will be managed.  The Pay 
Policy is informed by this Appraisal Policy; the two policies are inextricably linked. 

 

Definition of Terms 

For clarity, One’s Performance Management Policy was updated and replaced by  this 
Appraisal and Performance Management Policy in September 2012.  Further revisions for 
September 2013 were necessary to facilitate the effective implementation of the Pay Policy.    

Reviewers/ Reviewees are referred to as Appraisers/ Appraisees, in line with the DfE guidance. 

The Appraisal period, or cycle, is the 12 month period from 1 September until 31 August.  The 
annual Appraisal of that cycle, the setting of objectives and identification of support 
requirements for the forthcoming year takes place in September/ October.   

The Appraisal and Performance Management Report is a written, electronic document which 
contains the objectives, indicators of success, the formal evaluation of performance, 
assessment of competence against the Teachers’ Standards and a pay recommendation. 

 
1 Purpose  
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The Local Governing Body and the Senior Leadership Team are committed to ensuring that 
students at One have the best opportunity to realise their aspirations.   To encourage and 
equip staff at One to facilitate this, the staff appraisal and performance management 
processes will be implemented.  This policy sets out the framework for a clear and 
consistent assessment of the overall performance and contribution of staff, including the 
Principal.  It will support staff development within the context of One’s plan for improving 
educational provision and performance, One’s values and the standards expected of staff.    

This policy also includes information on the initial support and arrangements that will apply 
where there are concerns about any aspects of a member of staff’s work or performance.  
Further guidance on the standards expected of all staff is included in the school’s Pay Policy.   

This will ensure that:  

• Every member of staff understands the key objectives of One, their Curriculum/ 
Department/ team and their individual objectives 

• One’s values and the objectives laid out in One’s improvement plan are reinforced. 
• Individual priorities are clarified, recognising that these may change during the 

academic year. 
• Attention is paid to the continuing professional development of staff to ensure they can 

perform their role effectively  
• Opportunities are given to develop experience and skills for future roles provided that 

such plans are appropriate and realistic to the financial resources available to One.  
• The outcome of reviews are moderated and inform decisions on individual pay 

progression. 
• Performance issues are identified and confirms the arrangements that will apply if staff 

fall below the levels of performance or behaviour that are expected of them. 
 
 

2 Scope of the Policy  

This policy applies to all members of staff including the Principal and Senior Leadership 
Team.  Certain provisions apply only to teaching staff to comply with statutory regulations.  
The policy also refers to shared teaching staff but the employer for overall appraisal and 
performance management will be the providing school.  

The policy does not apply to staff employed for less than one term, those on probationary 
or induction programmes, those who are subject to a formal capability procedure or those 
on government employment schemes who are subject to other performance management 
arrangements.  The policy may be modified or suspended in respect of staff on long term 
ill-health, absence, garden leave, suspension or in other particular cases.  

  
3 Focus of Appraisal and Performance Management 

Principles are set out below to help in the appraisal process and performance management.  
These are for encouragement and guidance and are not intended to be contractual terms 
of employment.  These may be amended or adapted from time to time or in particular 
instances.  

Appraisal and Performance Management at One will be a supportive and developmental 
process designed to ensure that all staff have the skills and support they need to carry out 
their role effectively.  It will help to enable staff to continue to improve their professional 
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practice and to develop as individuals whilst ensuring they are appropriately and fairly 
rewarded for their contribution to One. 
 
The expectations, standards and achievements required of staff will be viewed in the 
context of:  

• One’s Improvement and Development Plan(s)  
• Teachers’ Standards which come into effect 1 September 2012 
• The service and commercial needs of One in developing skills and revenue streams 

for the future.  
• National and other educational strategies as may be implemented by One from time 

to time. 
 
The appraisal and performance management process will serve as a key source of 
information for One’s Self-Assessment Review. 

 
  

3.1 Overview of the Appraisal and Performance Management Process 
 
The appraisal process is likely to include the following elements: 
 Clarification of  One’s priorities and targets  

o carried out by the Local Governing Body, Principal and Senior Leadership Team 
as appropriate 

 Setting of Curriculum/ Department/Team targets and requirements 
o Principal and Senior Leadership Team will agree these to reinforce One’s key 

priorities and expectations of standards. 
 Setting of individual objectives and indicators of success. 
 Identification of support or development required to enable the achievement of the 

objectives and to demonstrate competence in the Teachers’ Standards.  
 Formal and informal tracking of progress, methods and discussions.  Summary of 

individual progress and development needs. 
 Evaluation of  One’s/team/ individual progress and development priorities 

o carried out by the Local Governing Body, Principal , Leadership Team and 
Appraiser as appropriate. 

 Pay recommendation (in line with the Pay Policy) 
o Moderated by the Senior Leadership Team, Principal and the Local Governing 

Body as appropriate. 
 

 
 
4 Timetable/Appraisal Cycle  

The appraisal cycle will normally run for twelve months from 1 September to 31 August 
each year.  (See Appendix 1).  Timescales for the completion of annual appraisal and 
performance reviews and the award of any pay progression are also detailed in One’s 
Pay Policy. A longer or shorter appraisal period may apply for appointments starting 
part way through the academic year.   
 
However, this is not a once a year exercise but is part of the on-going discussions 
between an individual and his/ her manager to ensure that team and individual 
performance and behaviours stay on track.   

 
The following cycle will be used in normal circumstances:  
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• Objectives will be set at the beginning of the academic year, confirmed by 31 
October.  

o A mid-year review of performance will normally be conducted by the end of 
March  each year. 

o Assessments/ evaluations will be completed by 31 October for all staff except 
the Principal for whom the completion date will be 31 December.  

o The Principal has discretion to set an earlier date if required to spread the 
workload. 

o Exceptions to the above may include staff who:  
 Are on a fixed term contract of less than one year, will have their length 

of cycle adjusted to the expected duration of their contract and will have 
their performance managed in accordance with the principles 
underlying this policy.  

 Start employment part-way through the appraisal cycle in which case 
the line manager will make appropriate arrangements for their 
performance to be managed for the remainder of the academic year. If 
more appropriate, the appraisal and performance management process 
may be completed over longer than one year to bring them into the 
normal cycle in future years. 

 Are current employees but take up a new role with different 
responsibilities part way through the year in which case the (new) line 
manager will determine whether to modify the objectives in the current 
cycle or adjust the length of the cycle to bring them into line for future 
years.   

 
 
5 Setting of Objectives   

Objectives must contribute to One’s plans for continually improving its educational provision 
and performance.  Appraisers will therefore be expected to align individual objectives with 
One’s priorities.   

Objectives should also: 

 Be SMART (Specific, Measurable, Achievable, Realistic and Time-bound) (refer to 
section 5.3) 

 Be well defined so that the appraisee and appraiser are clear what success looks like 

 Become more challenging as staff progress up their pay range/grade 

 Be appropriate to the employee’s role and level of experience, also considering their 
professional aspirations and an appropriate work life balance.   

The Principal’s objectives will be set by the Chief Executive and Trustees.   
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Objectives for staff members will be set as soon as practicable at the start of each appraisal 
period.   

To help to achieve One’s goals, performance data and other sources of comparative 
information may be distributed to managers periodically.  In setting objectives for the start 
of a year, managers are expected to use such data to inform action plans and objective 
setting for their team and individuals. (Refer to Guidance Note 1: Sources of Evidence and 
Section 5.4 below). 

The mix and number of objectives will differ according to the role and experience of an 
individual although staff with similar roles/responsibilities should be treated alike.  

Objectives may comprise a mixture of:  

• Whole college objectives  
• Curriculum/ Department or team objectives  
• Individual objectives  
• Results and/or service quality objectives  
• Personal/ professional development 
 
Each year, before objectives are set, the Senior Leadership Team will meet with staff to 
confirm:  

• The whole college objectives  
• Priorities etc  
• Ensuring consistency in the nature of objectives to be set  
• Any common measures and performance targets.  
 
As a guide, between 3 and 6 objectives may be set for a role. These should be phrased 
in objective terms with clear measures of success. As far as practicable, those measures 
should enable the member of staff to assess their own progress periodically in the course 
of the year and thus take corrective action or seek advice as appropriate.  

Most objectives will be set with a view to improving the progress of students but for some 
roles objectives may relate to, for example, the development of new services for the 
college and may also need to be set over a longer period than one academic year. In that 
case, the document should state the basis on which achievement will be measured at the 
end of each cycle year.  
 
 
5.1 Teaching Staff 

The objectives agreed with each member of the teaching staff will be based on: 

 Contributing to the improvement of the education, achievement and success of students 
at  One  

 Any plan of the Governing Body designed to improve One’s educational provision and 
performance including, for example,  One’s Improvement Plan. 

 National and other educational strategies as may be implemented by  One from time to 
time 

 The service and organisational needs of the college in developing, for example, student 
recruitment and retention, flexible skills and income streams for the future. 

 
It is anticipated that staff will have a whole college objective and that teachers will also 
have a team or Curriculum objective.  The objectives set for each teacher will, if achieved, 
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contribute to One’s plans for improving the educational provision and performance and 
improving the education of students at One.  
 
 
All Teachers (including those who are qualified teachers by virtue of holding and 
maintaining Qualified Teacher Learning and Skills (QTLS) status or deemed Instructors 
under One’s Policies) will be assessed against the set of standards contained in the 
document called “Teachers’ Standards” effective 1 September 2012.  These should be 
interpreted to reflect the experience, role requirements and therefore what should be 
expected of a particular teacher.  The majority of objectives should have a direct link to 
improvements and the Teachers’ Standards.  (Refer to Guidance Note 2: Teachers’ 
Standards – Career Stage Expectations at One).   
 
Reflective practice is an essential part continuous professional development for all staff, 
and self-evaluation is encouraged in all roles.  Teaching staff should consider their 
development in relation to the Teachers’ Standards and may find it helpful to complete a 
self-evaluation against the Teachers’ Standards (see Appendix 2) in anticipation of their 
annual review.   
 
One’s Pay Policy also sets out the professional standards and wider expectations against 
which, where relevant, the teacher will be assessed and which will contribute to an overall 
assessment of performance at the end of the appraisal period.  Appraisers should ensure 
that all staff are clear about the standards and expectations against which they will be 
assessed as soon as practicable after the start of each appraisal period. 
 
 
5.2 Support Staff 
 
For staff in support roles, links will be made as far as practicable to the plans for One’s 
improvement and the improvement of students’ attainments.  It is recognised that in some 
roles the links will be indirect due to the nature of the role.   Even so, support staff 
objectives should seek to reinforce organisational needs as above and organisational 
effectiveness.   
 
 
5.3 Clarifying Objectives 

All Appraisers are expected to ensure the alignment of an Appraisee’s objectives to One’s 
priorities and plans. The objectives should also reflect the Appraisee’s career aspirations, if 
practicable.  

The objectives should be appropriate to the Appraisee’s role and level of experience and 
should conform to the SMART model:  

• Specific objectives to avoid ambiguity  

• Measurable – means of measuring to be stated  

• Achievable even if that is challenging  

• Realistic in terms of achievability within the timescales, resources and skills of 
the individual  

• Timescales and deadlines are clear and realistic  
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Objectives, the measures of success, timescales and details of the training and support 
which have been agreed, must be recorded in the objective setting format that may be 
issued from time to time (currently the electronic Appraisal and Performance 
Management Report).   This should also include reference to the arrangements for 
reviewing performance, such as lesson or task observation.  

The Appraiser and Appraisee will seek to agree the objectives but, if that is not possible, 
the Appraiser will determine the objectives bearing in mind the principles of fairness and 
realism. However, every reasonable effort should be made to resolve any ‘dispute’ 
regarding objectives at an early stage.  The Appraiser should ensure that there is the 
opportunity for a satisfactory balance between the time required to perform an 
individual’s professional duties and his/her personal time.   

Objectives may be revised if the Appraiser judges that circumstances have changed. 

The way in which objectives are achieved may be very important.  In such cases, the 
objectives may contain behavioural and/or service quality measures so that the individual 
understands that both the end results and the means of achieving those are important. 
 
 
5.4 Sources of Evidence 
 
The appraisal process should enable staff to demonstrate their overall performance and 
contribution providing evidence from a range of sources.  This will inform the assessment 
of performance in accordance with this policy and One’s Pay Policy.  
 
In addition, the Principal or others with responsibility for standards may conduct other 
observations or learning walks in order to evaluate the standards of teaching and learning 
and to check that high standards of professional performance are established and 
maintained. The length and frequency of such observations or learning walks will vary 
depending on specific circumstances. (See Section 7.1). 

When assessing overall performance, depending on the nature and scope of the role, 
objectives, development needs and any relevant professional standards, evidence may 
include:  

 Feedback from formal lesson or task observations.  

 Professional conversations following learning walks.  For staff with roles not directly 
involved in the delivery of/supporting teaching and learning, this might include 
professional conversations regarding interactions with colleagues, students, parents 
and members of the college community and/or informal feedback on tasks 
undertaken  

 Reviews of assessment results 

 Reviews of schemes of work and/or lesson planning records 

 Reviews of student’s work 

 College reviews and Departmental reviews or reviews of extra-curriculum provision 

 Internal tracking of student progress or other progress and outcome data 
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 Moderation within and across the college 

 Student voice 

 Parents’ voice 

 Continuous Professional Development (CPD) records 

 

6 Appointment of Appraisers  

Appraisers are responsible for setting objectives, reviewing performance (including an 
annual recommendation on any pay progression) and agreeing arrangements that support 
continued professional development.    

 
 
6.1 Appraisal and Performance Management of the Principal  

At One, the task of appraising the Principal, including the setting of objectives, will be 
delegated to a sub-group consisting of the Chief Executive and two/three members of the 
Local Governing Body.  As a result the Local Governing Body will not make separate 
arrangements to quality assure the review process and plans of the Principal.  

The Principal may request in writing that a Trustee or Governor be replaced on stated 
specific grounds that he/she is unsuitable for professional reasons.  The request should 
be addressed to the Trust Board.  

 
6.2 Appraisal and Performance Management of Staff  

The Principal will be the Appraiser for those staff he/ she directly line manages and any 
other roles that it is felt appropriate that the Principal should review from time to time 
or regularly.   

For other staff, Appraisals will be delegated to the relevant line managers and/ or other 
person designated by the Principal.  To avoid doubt, the Principal will issue periodically a 
list of the Appraisers and staff covered.   The Principal will have the discretion to re-allocate 
Appraisals between Appraisers, if appropriate to balance out the work involved, due to 
prolonged absence of an Appraiser or for other managerial reasons etc.  If an Appraiser is 
changed, the new Appraiser should, if practicable, be at a peer level or higher than the 
replaced Appraiser.  

If a member of staff has more than one Line Manager they may be appraised by both 
managers or the Principal may decide which manager should take the lead in the appraisal 
process. 

If a member of staff is of the opinion that the person to whom the Principal has delegated 
the Appraiser’s duties is unsuitable for professional reasons, he/she may submit a written 
request to the Principal for that Appraiser to be replaced, stating those reasons.   One will 
give reasonable consideration to any such request.  Where One’s view is that it is not 
appropriate (or possible) to change the appointed appraiser, it’s reasons will be explained 
in full.  Consideration will also be given to other arrangements (for example, additional 
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moderation of reviews or support during review meetings) which aim to ensure fair 
application of the appraisal process.  

To ensure consistency of objectives and evaluations, the Appraiser’s Line Manager will 
review, contribute to and moderate the Appraisal Report for members of their team. 

Appraisers will receive appropriate preparation and adequate time to carry out the role 
as deemed necessary by the Principal.  

 

 
7 Appraising Performance 

 
Individual responsibility (Appraisee) - each individual is responsible for familiarising 
himself/ herself with his/ her objectives, the required standards and for checking his/ her 
own progress in meeting those.   Staff will need to collate a professional portfolio, (a file of 
evidence, including the most recent appraisal reports) demonstrating that they have 
achieved their objectives and met the standards.  For teaching staff, this portfolio will also 
be used as evidence for progression. 
 
Managers’ responsibilities (Appraiser) - periodic discussions should be held with 
individuals (Appraisees) during the year to encourage and check on progress and arrange 
and/or make assessments as approved.   
 
Appraiser’s Line Managers’ responsibilities – to review the consistency of objectives 
and evaluations and ensure a robust, fair and effective Appraisal process.  (This 
responsibility will usually lie with Directors of Curriculum, Senior Leaders or Directors of the 
College). 

Appraisals will be moderated by the Assistant Principal, Deputy Principal and the Principal 
and ultimately the Local Governing Body to ensure fairness and consistency in the setting 
of objectives and evaluation of achievement. 

A variety of assessment methods and evidence will be used for teachers including, but not 
limited to: 

 Performance data and progress of students. 
 Review of students’ work/workbooks. 
 Results of student focus groups or similar. 
 Classroom observations and/or any observations by external individuals or bodies 

including OFSTED. 
 Peer and/or management assessments. 

Other sources of data and assessments may be used as appropriate. (Refer to Guidance 
Note 1: Sources of Evidence). 

Support staff will be assessed on, for example, performance data, peer and management 
assessments.  If their role involves close work with students, similar assessments as per 
teaching staff may be used.  

Individuals should notify their manager if problems arise and not wait until the end of the 
year.  This should help in giving advice and support or amending objectives if absolutely 
necessary.  
 
 
7.1 Observation (Teachers) 
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One believes that observation of classroom practice and other responsibilities is important 
both as a way of assessing teachers’ performance in order to identify any particular 
strengths and areas for development they may have, and of gaining useful information 
which will lead to the improvement in the quality of teaching and attainment of students 
and  enable college improvement more generally.   

One is committed to ensuring that classroom observation is developmental and supportive 
and that those involved in the process: 

 Carry out the role with professionalism, integrity and courtesy 
 Evaluate objectively, acknowledging any particular circumstances which may affect 

performance on the day  
 Report accurately and fairly 

 At One teachers’ performance will be regularly observed, however the amount and type of 
classroom observation will depend on the individual circumstances of the teacher and the 
overall needs of the college.  Classroom observation will be carried out by appropriately 
qualified members of staff who will provide constructive and supportive feedback in the 
context of professional dialogue.  Observers will be required to make a judgement about 
the quality of teaching and learning, grading the lesson in accordance with Ofsted criteria. 

Wherever practicable, the arrangements for classroom observation will be included in the 
appraisal report.  As appropriate, this will include the amount/duration of observation, its 
focus, when during the appraisal cycle the observation will take place and who will conduct 
the observation. 

Verbal feedback will be given as soon as possible after the observation and normally within 
one working day of the observation taking place.  Written feedback will normally be 
provided within five working days of the observation taking place.  If issues emerge from 
an observation that were not part of the focus of the observation as recorded in the 
appraisal plan these should also be covered in the written feedback and the appropriate 
action taken. The teacher may append written comments on the feedback document.   

 

7.1.1 Observation (Teachers) – Identifying Additional Support Required  
 
Where concerns about performance arise during the appraisal period it may be necessary 
to agree classroom observations in addition to or that vary from those recorded at the 
beginning of the appraisal period.  In these circumstances, the appraisal report will be 
updated. 
 
At Suffolk One we have an aspiration to be Outstanding in all areas of our work. It is 
therefore expected that all lessons and tutorials are graded ‘at least good’. Where lessons 
or tutorials observed are considered ‘less than good’ support will be provided for the 
member of staff through the provision of CPD and re-observation. 

In accordance with the College Quality Standards Review Procedure, staff can expect to be 
supported as follows:- 
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 Staff receiving a lesson or tutorial observation that is considered ‘less than good’ will 
receive detailed feedback and an action plan to support the areas that have been 
identified as requiring improvement. The outcome of the observation and the action plan 
should be recorded and discussed with the member of staff observed. 
 

 A discussion will take place between the member of staff and their line manager following 
an observation that is graded ‘less than good’.  The line manager will, if appropriate, 
refer the member of staff to an appropriate cross college CPD training session or support 
the member of staff to arrange for bespoke internal/external CPD as required. Further 
discussion between the member of staff and their line manager will take place reflecting 
on how the CPD received will impact their own practice.  

 
 Where necessary and appropriate, the member of staff and the original observer should 

agree a mutually convenient time for a re-observation to take place. However, it is 
expected that this should be no longer than 2-6 weeks following the first observation. A 
new observation form should be completed for the re-observation.  The outcome of the 
re-observation should also be recorded and discussed with the member of staff observed; 
acknowledging the improvement if appropriate.    

 
 If the outcome of the re-observation results in a grade that is ‘less than good’ then 

further support should be provided.  Where necessary and appropriate, the member of 
staff should be re-observed within the following 2 weeks.  Again, feedback should be 
provided and recorded. 

 
 Managers of staff who receive two or more observations that are considered ‘less than 

good’ should seek guidance from HR to ensure that all relevant support is offered and 
that appropriate policies are followed. 

 

7.1.2 Observation (Teachers) – Other than as part of the Appraisal process 

Although classroom observation will be undertaken in line with this plan, other information 
gathered during the observation may be used, as appropriate, for a variety of purposes 
including informing the college’s Self-Assessment Review and improvement strategies.  
This is consistent with One’s commitment to streamlining data collection and minimising 
bureaucracy and workload burdens on staff. 

In addition to formal observation, the Principal or other leaders with responsibility for 
teaching standards may conduct learning walks in order to evaluate the standards of 
teaching and to check that high standards of professional performance are established and 
maintained.  The length and frequency of such learning walks will vary depending on 
specific circumstances such as the significance of the need for improvement, the individual 
circumstances of the appraisee and the overall needs of the One.   

Observations conducted as part of the College Quality Standards Review process will be 
held separately to those carried out as part of the Appraisal process (see College Quality 
Standards Review Procedure).  All observations will be carried out in a supportive fashion 
using the appropriate document. 

Teachers should receive feedback on their performance during the year and as soon as 
practicable after any observation.    
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Teachers (including the Principal) who have responsibilities outside the classroom should 
also expect to have their performance of those responsibilities observed and assessed. 
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7.2 Reviewing Performance/Contribution  

Each member of staff's performance will be formally assessed in respect of each appraisal 
cycle.   In assessing the performance of the Principal, the Governing Body must consult the 
external adviser. 

This formal assessment is conducted at the end point of the annual appraisal cycle.  
However, performance and development priorities should be reviewed and addressed 
throughout the year.  At least one interim meeting should take place during the course of 
the year (normally during the Spring term, prior to the Easter Break), or more regular 
meetings may be convened depending on the specific circumstances. 
 

This is a two way process which requires:  

 Individuals - to consider their achievements in the context of their individual and 
other objectives and how they will continue to improve their performance and deliver 
the requirements of their role.  For teaching staff that will include continuing to 
improve their teaching practice and delivering the Teachers’ Standards.  Although 
performance management is a two way process, the performance of an individual is 
heavily dependent on the effort and attitude of the individual.    

• Managers – to provide constructive advice and support when appropriate during the 
year and as soon as practicable after observation has taken place or other evidence 
has come to light ,to help an individual to achieve his/ her objectives and standards.   
Feedback will highlight particular areas of strength as well as any areas that need 
attention.   

In the Autumn term, an overall judgment will be made as to whether the member of staff 
has achieved their objectives or not (see below for assessment criteria; also confirmed 
within the Pay Policy).  If an individual has not met their objectives and/ or the required 
standards, they will be informed and the appropriate process will be followed. 
 
The following principles should be applied:  

 Objective data and evidence should be used as far as practicable.  
 The spirit of effective appraisal and performance management is to encourage 

progress towards achieving the  objectives - good progress towards the achievement 
of a challenging objective, even if the performance criteria have not been met in full, 
should be assessed favourably. The Appraiser will seek input from the member of 
staff as to what he/she reasonably believes has been achieved for each objective in 
the cycle.  

 The Appraiser will assess each objective against the performance measures set at 
the beginning of the cycle or as subsequently amended.  

 If an objective could not be achieved because of a change of circumstances outside 
the individual’s control (such as agreed training not provided) that should be taken 
into account to arrive at a reasonable assessment in those circumstances.  

 All assessments should ensure that judgements and application of criteria are applied 
consistently to similar roles and circumstances, and are non-discriminatory.  
Accordingly, objectives and assessments will be moderated. 

 Appraisal and Performance management documentation will be retained by One in 
accordance with statutory guidelines.   

 The assessment of overall performance will be the basis on which a pay 
recommendation is made.  Recommendations may or may not be acted upon, other 
factors also have to be considered as outlined in the Pay Policy, e.g. affordability. 
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7.2.1 Reviewing Performance - Teaching Staff 

Teaching staff are required to show that they meet the Teachers’ Standards, apply effective 
teaching and learning practices and demonstrate the skills and conduct to relevant to their 
role.   The Teachers’ Standards will be a key reference source for assessing performance 
and contribution from Autumn 2014, Teachers will be asked to complete a Self Evaluation 
Form on the Teachers’ Standards (Appendix 2).  This will form part of their Professional 
Portfolio and will be discussed during the Appraisal meetings. 
In accordance with section 13.1 of the Pay Policy (2016), with effect from Autumn 2016, a 
teacher will be eligible for annual performance pay progression where they: 

1) have been assessed as meeting all of the teaching standards, throughout the 
assessment period; 
 

2) have had their teaching assessed as at least good overall during the assessment period; 
 
3) have been assessed as meeting the requirements of their job description/job role; 

 
4) meet their individual appraisal objectives (including the college benchmarks);  

(Consideration will be given where factors beyond the teacher’s control have impacted 
on their ability to meet objectives);  

5)  have demonstrated a personal responsibility for identifying and meeting their CPD 
needs. 
 

Where all of the performance pay progression criteria set out above are met, the teacher 
will move up to the next point within the pay range.  Where teacher’s performance is 
deemed to have been ‘exceptional’ in the previous year, having particular regard to all 
aspects of their professional duties, but in particular classroom teaching, the Principal may 
recommend an award up to two stages in total.  Discretion will be applied where not all 
appraisal objectives have been fully met, but significant progress has been made.  

 

7.2.2 Reviewing Performance – Support Staff 
Support staff are expected to demonstrate competence appropriate to their role and any 
relevant professional and/or role standards. 
   
 
7.3 Assessing Achievements – all Staff 

At the end of the appraisal period, an assessment of overall performance and a 
recommendation on pay progression will be made by the appraiser against the criteria 
detailed in the Pay Policy.  Accordingly, at One, Appraisers will classify the outcomes of 
appraisal for all staff as follows (see Appendix 3 for more detailed information – the 
examples listed are provided to assist staff, however they are not intended to be an 
exclusive or exhaustive list):- 

 



 

Appraisal and Performance Management Policy Revised May 2016 

Overall Assessment 

 

Impact on Pay 

Exceptional 

widely exceeding the college benchmarks; consistently goes 
above and beyond what is required of them; always 
demonstrates flexibility and is motivated to progress; makes 
a significant contribution to wider college life.  

For Teachers: delivers lessons that are graded by observers 
as ‘Outstanding’ 

2 consecutive 
‘exceptional’ appraisals at 
One may result in 
progression of 2 stages.  

Highly Effective 

Performance often exceeds role requirements  

For Teachers: delivers lessons that are consistently graded 
as ‘Good’ by observers, sometimes ‘Outstanding’ 

This will normally result in 
progression by 1 stage  

Effective 

Performance is what is expected of an experienced and 
qualified person in the role. 

For Teachers: delivers lessons that are usually  graded as 
‘Good’, sometimes ‘Requires Improvements’ 

This will normally result in 
progression by 1 stage  

Needs improvement 

Performs some responsibilities acceptably but (significant) 
areas of improvement needed. 

No progression 

May refer to Capability 
procedure 

 

 
 
The assessment of performance and of professional development needs will inform the 
planning process for the following appraisal period.  
 
Those staff eligible for progression to move to the Upper Pay Range or to progress within 
that range should refer to the Pay Policy for the criteria, procedure and assessment 
requirements.  
 
 
7.4 Appraisal and Performance Management Report 
 
At the end of the appraisal cycle, the performance of each individual will be formally 
assessed during a meeting and captured within the Appraisal Report.    This is to draw 
together the progress etc. across the year and summarise achievements and any further 
development needs. Staff will provide their Appraiser with their professional portfolio, (a 
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file of evidence, including the most recent appraisal reports) demonstrating that they have 
achieved their objectives and met the standards.  This portfolio may also be used as 
evidence for progression.  Teaching staff will include their Self Evaluation against the 
Teachers’ Standards with this portfolio which will be reviewed and discussed at their 
Appraisal meeting. 
 
The outcome of this meeting should not come as a surprise as periodic feedback should 
have been given during the year.   The Appraisee will receive – and have the opportunity 
to comment on - the written (electronic) appraisal report.   

Staff will be notified of the format of the appraisal report which may be amended from time 
to time.  Staff will receive their written appraisal reports by 31 October (31 December for 
the Principal).  

The Appraisal and Performance Management Report will include: 

 Details of the member of staff’s objectives for the appraisal period in question; 
 An assessment of the member of staff’s performance of their role and responsibilities 

against their objectives and, where appropriate, the Teachers’ Standards (Refer to 
Guidance Note 2: Teachers’ Standards – Career Stage Expectations at One);  

 An assessment of the member of staff’s professional development needs and 
identification of any action that should be taken to address them; (this should inform 
the planning process for the following appraisal period) 

 An overall judgment/ assessment as to whether the member of staff was ‘exceptional’, 
‘highly effective’, ‘effective’ or ‘needs improvement’ (From September 2016, an 
assessment against the 4 classifications stated in 7.3 above). 

 A recommendation on pay progression where that is relevant (NB – pay 
recommendations need to be made in line with the calendar published annually, but no 
later than by 31 December for the Principal, by 31 October for all other staff) 

 
Arrangements for the consideration of pay recommendations and any appeal (including 
informal and formal stages) are described in One’s Pay Policy.   

 
 
7.5 Performance Concerns 
 
All staff will receive constructive feedback on their performance throughout the year and 
as soon as practical after any observation has taken place or any other evidence has come 
to light.  Feedback will highlight areas of strength as well as next steps.   
 
During the appraisal period, if a member of staff falls short of the required standards, we 
would expect such shortfalls would be addressed in day to day managerial discussions 
and/or periodic discussions relating to appraisal.  
   
Where there are concerns about any aspects of the staff’s performance the Appraiser will 
meet the member of staff to: 

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

 Give the member of staff the opportunity to comment and discuss the concerns; 
 Agree any support (eg coaching, mentoring, structured observations), that will be 

provided to help address those specific concerns;  
 Make clear how, and by when, the appraiser will review progress (it may be appropriate 
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to revise objectives, and it will be necessary to allow sufficient time for improvement.  
The amount of time allowed will reflect the seriousness of the concerns); 

 Make clear that One will expect significant improvement at the end of the review period 
and explain the implications and process if no, or insufficient, improvement is made. 

 Make clear that any improvement must be sustained 
 Inform the Appraiser’s Line Manager 

Informal warnings may be given to alert the individual to the potential seriousness of the 
issues 

When progress is reviewed, if the Appraiser is satisfied that the member of staff has made, 
or is making, sufficient improvement, the Appraisal and Performance Management process 
will continue as normal, with any remaining issues continuing to be addressed through that 
process.  
   
 
7.6 Transition to other relevant Policies 
 
If the above means are not effective in securing an acceptable improvement, and/ or the 
Appraisee did not meet his/ her objectives or demonstrate the appropriate professional 
standards required to perform the role effectively, then the issues will considered under the 
appropriate process such as:  
 One’s Disciplinary Procedure for conduct or related issues. 

 One’s Capability Procedure if there are serious concerns about performance and/or 
competence due to capability, which cannot be addressed effectively by or are not 
deemed appropriate to the appraisal process.  

 The ill-health process, if appropriate to a particular set of facts.  
 
From Autumn 2016, where the Overall Assessment is ‘needs improvement’, the member of 
staff will not receive any performance pay progression.  A decision not to award 
performance pay progression may be made without recourse to capability procedures.  
However, teachers who fail to meet the minimum teaching standards and/or staff who 
consistently fail to improve their practice or to sustain the expected level of performance 
for their pay level, may be subject to these procedures. 

 
8 Staff Development Outcomes  
 
Appraisal is a supportive process which will be used to inform continuing professional 
development.   One wishes to encourage a culture in which all staff take responsibility for 
improving their performance through appropriate professional development.  Professional 
development will be linked to One’s improvement priorities and to the ongoing professional 
development needs and priorities of individual staff.  
 
Development needs will have to be prioritised within the available budget and in line with 
the key service priorities of One.  
 
In the case of competing demands on the college’s budget for CPD, a decision on relative 
priority will be made taking into account the extent to which the CPD identified: 

1. Is essential for the member of staff to meet their objectives, and  
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2. Will help the college to achieve its priorities. 

Should a member of staff receive significant investment in their professional development 
(over £1000 per year including travel costs and supply cover) and then decide to leave the 
college, the Governing Body may require repayment of the funding on the following scale: 

 Employee leaves within 6 months of completing CPD – full repayment of the cost of 
the CPD (excluding the cost of supply cover)  

 Employee leaves within 1 year of completing CPD – 50% repayment of the cost of 
the CPD (excluding the cost of supply cover) 

The member of staff may choose to arrange for the repayment from their new school (if 
applicable). 

It is recognised that not all development activities require financial resources as there are 
many forms of development such as project management, coaching and mentoring and 
guided reading.  Managers will be encouraged to be creative in considering the means of 
effective development. 
 
Staff receiving CPD are expected to share their newly acquired skills and/ or knowledge 
with their team and provide evidence of improvement, either in teaching and learning or in 
the effectiveness of their performance. 
 
 
9 Monitoring Consistency and Objectivity  
 
9.1 Role of the Principal  

The Senior Leadership Team, together with the Principal will check a sample of Appraisal 
Reports each cycle to quality assure the consistency, standard, fairness of assessment and 
moderate the pay recommendation. The Principal may require members of the Senior 
Leadership team and/or other senior managers to quality assure a sample or to require 
that every report is reviewed by a senior manager.  
 
The Principal will provide the Local Governing Body and Trust Board with a written report 
on the operation of One’s Appraisal and Performance Management Policy annually. The 
report will not contain any information which would enable any individual to be identified.  
The report will include data and commentary on:  

• the operation of the appraisal and performance management policy  
• the effectiveness of  One’s appraisal procedures  
• teachers’ and other staff training and development needs.  
• Pay recommendations, in accordance with the Pay Policy 

 
The report will also note any appeals or representations on the grounds of alleged 
discrimination.  
 
 
9.2 Role of the Local Governing Body (a committee of the Trust Board) 
 
 
The Local Governing Body is committed to ensuring consistency of treatment and fairness.  
One’s commitments in the Pay Policy to act in accordance with the principles of public life 
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(objectivity, openness and accountability) apply equally to it’s arrangements for appraisal.  
One will abide by all relevant equality legislation, including, as amended: 

 Employment Relations Act 1999 

 Equality Act 2010 

 Employment Rights Act 1996  

 The Part-time Workers (Prevention of Less Favourable Treatment) Regulations 2000 

 The Fixed-term Employees (Prevention of Less Favourable Treatment) Regulations 2002 

 The Agency Workers Regulations 2010. 
 

Accordingly, the Local Governing Body will promote equality in all aspects of school life, 
particularly as regards all decisions on advertising of posts, appointing, promoting and 
paying staff, training and staff development.  

 
The Local Governing Body will moderate an anonymised selection of the appraisal reports 
to ensure consistency of objectives, evaluation and pay recommendations. 
  
The Local Governing Body will ensure the moderation process is effective. Usually that will 
take place around the time of receipt of the Principal’s report on the appraisal and 
performance management policy and process.   The Local Governing Body will review all or 
parts of this document as appropriate. 
 
 
10 Appeals Against Appraisal Assessment Outcome  

Individuals may appeal against the outcome of an appraisal report.   In the first instance, 
an appeal should be placed in writing to their Appraiser.  The appeal should refer to all the 
contested points as only one appeal will be allowed per annual cycle.  

The Appraiser, Appraiser’s Line Manager and Director of HR will meet to review the grounds 
for appeal.   

 If they believe that the additional information should be taken into consideration and 
that it would change the outcome of the appraisal assessment, then they will 
recommend the revised grading to SLT.  SLT will meet to review the appraisal 
outcome and then re-moderate the decision, taking into consideration this additional 
information.  SLT will confirm their decision in writing to the Appraisee. 

 If the Appraiser, Appraiser’s Line Manager and Director of HR do not believe that the 
additional evidence would change the grading of the appraisal they will inform the 
Appraisee directly in writing.  The Appraisee may appeal this decision to the Principal. 

The final appeal in any case will be to the Principal who will seek clarification as required 
and ensure all decisions are moderated by SLT. 

For instances of alleged bullying or harassment, the appeal may be taken straight to the 
Appraiser’s Line Manager (reference should be made to the Bullying and Harassment 
Policy).  
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11 Confidentiality  

The performance appraisal and performance process is confidential but there will be 
occasions on which individual information is shared with those who need to know.  
Examples of such situations are:  

• Senior Leaders and / or Governors to quality-assure the effectiveness of the appraisal 
procedures/ pay decisions 

• Directors of Curriculum  and Line Managers (the Appraiser’s Line Manager) must 
review and sign off the appraisal report for each member of their team to ensure 
alignment of objectives and consistency of assessment 

 Training/development needs  
• Capability or performance issues  
• Succession planning  
• Audit or inspection requirements 
• Progression and / or pay decisions.  
• To other schools/ colleges where a teacher has applied to work 

 
An Appraisee will be informed if any other member of staff  has requested or  has been 
granted access to his/her confidential performance management information.  

 
12 Review of the Policy  

The Local Governing Body will monitor the operation and effectiveness of the Appraisal 
and Performance Management policy and arrangements during the Autumn term. The 
Principal’s report will be taken into account as part of that review.   There will be an Annual 
Review to the Trust Board. 

The policy may be revised from time to time to introduce any changes in regulation, 
associated guidance and statutory guidance and to ensure that it reflects the needs of 
One as the college evolves.  

The Local Governing Body will inform (seek to agree with) the representatives of the 
recognised trade unions of any revisions to the policy, having regard to the results of the 
consultation with all teachers.    

All staff will be briefed on the performance management arrangements during their 
induction and briefed on any subsequent changes of significance.  
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Appendix 1:  
Timetable/ Appraisal Cycle 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

What: Establish and communicate  One’s 
priorities and targets 

 Agree Arrangements & timetable 

Who:  Local Governing Body, Principal & 
SLT 

When: End August/ Early September 

What: Set and communicate Curriculum/ 
Departmental and Team targets 

Who:  Principal, SLT, DoCs & Managers 

When:  End September 

What: Formal and informal tracking of 
progress and development needs 

  Classroom Observations to be 
completed 

Who:  Appraisers and Appraisees  

When:  Throughout year &/ or  at  
Interim review (Spring Term) 

What: Formal assessment of individual 
achievement – write appraisal report 
& confirm pay recommendation 

Who:  Appraisers and Appraisess 

When:  End October, following year 

What: Evaluation of One’s progress and 
development priorities 

Who:  Local Governing Body, Principal & 
SLT 

When: End October, following year 

What: Set individual targets and indicators 
of success 

Who:  Appraisers and Appraisees  

When:  End October 
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Appendix 2 

One’s Self Evaluation Form  – Teachers’ Standards 

   

Name of Teacher:                Name of Appraiser: 
(Appraisee) 
 

“Teachers make the education of their students their first concern, and are accountable for achieving the highest 

possible standards in students’ 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 relationships 

with students and colleagues; and work with parents,  carers and  the community  in  the best  interests of  their 

students”.                  Teachers’ Standards DfE Sept 2012 

 

 

 

 

 

 

 

 

  DEVELOPING   GOOD  SECURE  

TEACHING  

1. Set high expectations which inspire, motivate and 

challenge students 

     

a) Setting goals that stretch and challenge students of all 

backgrounds, abilities, needs and dispositions. 

     

 b) Consistently demonstrating the positive attitudes, values 

and behaviour which you expect from your students. 

     

c)  Establishing a safe and stimulating environment for all 

students, rooted in mutual respect. 

     

TRAINING/PROFESSIONAL DEVELOPMENT REQUIRED TO MEET STANDARDS – SECTION 1 

 

 

Appraisees:‐ 

Please complete this self‐evaluation form prior to meeting with your Appraiser to discuss your Objectives for the 

forthcoming year.   

Go through each of the standards and consider your performance in light of your current role and aspirations by 

ticking the appropriate column.  For any standards which you have identified as developing, note at the end of each 

section any training or professional development you would require to support you in moving to good and secure. 

Share  your  responses  with  your  Appraiser  at  the  meeting  and  ensure  your  support/  development  needs  are 

captured on the Appraisal Report.   

Please retain this form as part of your portfolio of evidence – you may wish to attach it to your Appraisal Report. 

 (Please  refer  to  the  document  ‘Guidance Note  2: Teachers’  Standards  ‐  Career  Stage  Expectations  at One’ when 

completing this form) 
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2. Promote progress and good outcomes by students  DEVELOPING   GOOD  SECURE  

 a) You are aware of all students’ capabilities and their prior 

knowledge and understanding, and you plan your teaching 

effectively and consistently to build on these. 

     

 b) You set challenging objectives, and guide students to 

reflect on their learning, identifying their progress and their 

emerging needs. 

     

c) You demonstrate knowledge and understanding of how 

students learn and how this impacts on your teaching. 

     

d) You encourage students to take responsibility for their 

own work and study. 

     

TRAINING/PROFESSIONAL DEVELOPMENT REQUIRED TO MEET STANDARDS – SECTION 2 

                                                                                             

3. Demonstrate good subject and curriculum 

knowledge 

DEVELOPING   GOOD  SECURE  

 a) You have a secure working knowledge of the subject(s) 

and curriculum areas you teach, consistently maintain 

students’ interest in the subject, and you address 

misconceptions and misunderstandings. 

     

b)  You demonstrate a critical understanding of 

developments in the subject and curriculum areas you teach, 

and promote the values of scholarship. 

     

c) You demonstrate an understanding of and take 

responsibility for promoting high standards of literacy, 

articulacy and the correct use of standard English, whatever 

your specialist subject. 

     

TRAINING/PROFESSIONAL DEVELOPMENT REQUIRED TO MEET STANDARDS – SECTION 3 

 

4. Plan and teach well‐structured lessons  DEVELOPING   GOOD  SECURE  

 a) You consistently plan lessons and sequences of lessons 

that engage students and promote educational attainment. 

     

 b) You plan lessons and organise content to generate 

interest, foster understanding, and promote concentration 

through effective use of lesson time. 
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 c) You set homework and plan other out‐of‐class activities to 

consolidate and extend the knowledge and understanding 

students have acquired. 

     

TRAINING/PROFESSIONAL DEVELOPMENT REQUIRED TO MEET STANDARDS – SECTION 4 

 

5. Use a range of teaching skills, strategies and 

resources 

DEVELOPING   GOOD  SECURE  

a) You manage classes effectively, using approaches that are 

appropriate and responsive to students’ strengths and needs 

in order to involve and motivate them. 

     

 b) You use high‐quality questions to elicit answers which 

recapitulate, consolidate and confirm understanding. 

     

 c) You make productive links between new subject matter 

and students’ previous knowledge and experience. 

     

 d) You foster a love of learning, and aim to develop and 

encourage student’s intellectual curiosity 

     

e) You make effective use of support staff; you make 

appropriate use of a range of applied technology to support 

your teaching. 

     

TRAINING/PROFESSIONAL DEVELOPMENT REQUIRED TO MEET STANDARDS – SECTION 5 

 

6. Adapt teaching to respond to the strengths and 

needs of all students 

DEVELOPING   GOOD  SECURE  

 a) You know when and how to differentiate appropriately, 

using language, terminology and attitudes to enable students 

to learn effectively. 

     

b) You have a clear understanding of how a range of factors 

can inhibit students’ ability to learn, and how best to 

overcome these. 

     

c) You are able to use and evaluate distinctive teaching 

approaches successfully to engage all students, including 

those with special educational and other needs 

     

d)  You have a clear understanding of the needs of high‐

ability students, and support those needs through your 

teaching 
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TRAINING/PROFESSIONAL DEVELOPMENT REQUIRED TO MEET STANDARDS – SECTION 6 

7. Make accurate and productive use of assessment  DEVELOPING   GOOD  SECURE  

a) You know and can administer the assessment 

requirements for the subjects and curriculum areas you 

teach. 

     

b) You make accurate use of formative and summative 

assessment. 

     

c) You use relevant data to monitor progress, set targets, and 

plan subsequent lessons. 

     

d) You give students regular feedback and helpful advice, 

both orally and through accurate marking, and give students 

the opportunity to respond to this feedback. 

     

TRAINING/PROFESSIONAL DEVELOPMENT REQUIRED TO MEET STANDARDS – SECTION 7 

8. Manage behaviour effectively to ensure a good and 

safe learning environment 

DEVELOPING   GOOD  SECURE  

 a) You have clear rules for behaviour in your classroom, and 

you take responsibility for promoting good and courteous 

behaviour both in your classroom and around the college. 

     

b) You have consistently high expectations of behaviour, and 

establish a framework for discipline with a range of 

strategies, using praise, sanctions and rewards effectively 

and fairly 

     

c) You exercise appropriate authority, and act decisively 

when necessary. 

     

TRAINING/PROFESSIONAL DEVELOPMENT REQUIRED TO MEET STANDARDS – SECTION 8 

 

9. Wider professional responsibilities  DEVELOPING   GOOD  SECURE  

a) You contribute to the wider life and well‐being of the 

college, inside and outside of the classroom, demonstrating 

an awareness of, and sensitivity to, relevant community 

contexts. 

     

b) You develop effective professional relationships with 

colleagues, knowing how and when to draw on advice and 

specialist support. 
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c) You take responsibility for improving your teaching 

through appropriate professional development, responding 

to advice and feedback from colleagues. 

     

TRAINING/PROFESSIONAL DEVELOPMENT REQUIRED TO MEET STANDARDS – SECTION 9 

 

 

PERSONAL AND PROFESSIONAL CONDUCT 

10. Ethics and behaviour                                                            

You must uphold public trust in the profession and 

maintain high standards of ethics and behaviour, 

within and outside college, by: 

DEVELOPING   GOOD  SECURE  

a) Having tolerance and respect for the rights of others, and 

not undermining UK democratic values; 

     

b) Not expressing personal beliefs – including political, 

religious or moral beliefs – in ways that exploit students’ 

vulnerability; 

     

c) Treating all students with dignity, building relationships 

rooted in mutual respect, at all times observing professional 

boundaries; 

     

d) Not using your professional position to establish or pursue 

a sexual or improper emotional relationship with a student; 

     

e) Having regard for the need to safeguard students’ well‐

being, in accordance with statutory provisions. 

     

f) Having  proper and professional regard for the ethos, 

policies and practices of the college  in which you teach, and 

maintaining the highest standards of attendance and 

punctuality. 

     

TRAINING/PROFESSIONAL DEVELOPMENT REQUIRED TO MEET STANDARDS – SECTION 10 
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Purpose: 
 
To share the draft calendar of meetings for the 2017/18 academic year. 
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Suffolk Academies Trust

2017/18 Calendar of Meetings

September October November December January February March April May June July

S S

S 1 1 1 S

M 2 1 PUBLIC HOLIDAY 2 PUBLIC HOLIDAY 2 M

T 3 2 3 1 3 Trustees 5.00pm T

W 4 1 3 4 2 4 W

T 5 2 4 1 1 5 3 5 T

F 1 6 3 1 5 2 2 6 4 1 6 F

S 2 7 4 2 6 3 3 7 5 2 7 S

S 3 8 5 3 7 4 4 8 6 3 8 S

M 4 9 6 4 8 5 5 9 7 PUBLIC HOLIDAY 4 9 M

T 5 10 7 5 Finance 5.00pm 9 6 6 Finance 5.00pm 10 8 5 10 T

W 6 11 LGB 4.30pm 8 6 10 7 7 11 9 6 11 W

T 7 12 9 Finance 5.00pm 7 11 8 8 12 10 7 12 T

F 8 13 10 8 12 9 9 13 11 8 13 F

S 9 14 11 9 13 10 10 14 12 9 14 S

S 10 15 12 10 14 11 11 15 13 10 15 S

M 11 16 13 11 15 12 12 16 14 11 16 M

T 12 17 14 12 Trustees 5.00pm 16 13 13 17 15 12 17 T

W 13 18 15 13 LGB 4.30pm 17 14 14 18 16 13 18 W

T 14 19 16 14 18 15 15 LGB 4.30pm 19 17 14 19 T

F 15 20 17 15 19 16 16 20 18 15 20 F

S 16 21 18 16 20 17 17 21 19 16 21 S

S 17 22 19 17 21 18 18 22 20 17 22 S

M 18 23 20 18 22 19 19 Trustees 5.00pm 23 21 18 23 M

T 19 24 21 Audit 4.00pm 19 23 20 20 24 22 19 24 T

W 20 25 22 20 24 Members 2.00pm 21 21 25 23 20 25 W

T 21 26 23 21 25 22 22 26 24 Finance 5.00pm 21 Audit 4.00pm 26 T

F 22 27 24 22 26 23 23 27 25 22 27 F

S 23 28 25 23 27 24 24 28 26 23 28 S

S 24 29 26 24 28 25 25 29 27 24 29 S

M 25 30 27 25 PUBLIC HOLIDAY 29 26 26 30 28 PUBLIC HOLIDAY 25 30 M

T 26 31 28 26 PUBLIC HOLIDAY 30 27 27 29 26 LGB 4.30pm 31 T

W 27 29 27 31 28 28 30 27 W

T 28 Trustees 5.00pm 30 28 29 31 28 Finance 5.00pm T

F 29 29 30 PUBLIC HOLIDAY 29 F

S 30 30 31 30 S

S 31 S

WEEKENDS

STUDENTS NOT IN

PUBLIC HOLIDAY



Staff Survey 2017

Satisfaction and Engagement

A centre of excellence for 16-19 year olds



Staff Survey 2017: Key Highlights

85% of staff participated in this years survey, 
which is the same as last year.

100% would recommend One as a great place 
to learn.

99% of staff are proud to work at One.

99% enjoy working at One.

97% are satisfied working at One.

A centre of excellence for 16-19 year olds



Staff Survey 2017

• Share results by area, highlighting the things we are doing
well and identifying areas of potential concern or
dissatisfaction:
 Overall Satisfaction

 Role Satisfaction

 Professional Development

 Wellbeing

 Leadership

 Support Services

 Communications

 Ethos and Culture

 Resources and Health & Safety

A centre of excellence for 16-19 year olds



Staff Survey 2017: Participation

A centre of excellence for 16-19 year olds

10%

41%

29%

8%

12%

What is your role at One?

SLT/ Director of Curriculum/ Head of Curriculum/ Managers

Teacher

Student Services (PPT, LSA, SSC, SSA)

Curriculum Administration or Technician

Other Administrator (incl. HR, Finance, MIS, LRC, Estates, Marketing)

13%

6%

33%

7%

14%

6%

6%
3%

6% 7%

Which area do you generally work in?

Arts, Media and Performance Business (incl. Beauty)

College-wide role English and Humanities

Foundation Learning MEGIC

Science and Maths Social Sciences

Sport and Health Prefer not to disclose

 85% of staff participated in this year’s survey.
 Participation was particularly high in Arts, Media & Performance and 

Foundation Learning.
 Lower participation from Science & Maths, Social Sciences and Sport & 

Health.
 11 colleagues chose not to disclose the area they work in.



Staff Survey 2017: Overall 
Satisfaction

97% of those who participated 
say they are ‘very satisfied’ or 
‘satisfied’ with working at One. 
This is the same as last year.

100% would recommend One as 
great place to learn.

99% of participants are proud to 
work at One.

99% enjoy working at One, a 3% 
increase from last year.

The proportion of staff ‘very 
dissatisfied’ has decreased by 
1%.

A centre of excellence for 16-19 year olds
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Dissatisfied/ Disagree

Satisfied/  Agree

Very Satisfied/ Strongly Agree



Staff Survey 2017: Role 
Satisfaction

 All indicators in this section have 
improved since last year.

 90% of respondents are either ‘very 
satisfied’ or ‘satisfied’ with their role 
at One, a 2% increase on last year.

 99% have a good understanding of 
our aims and objectives.

 98% know what is expected in terms 
of performance.

 83% believe that working at One 
provides good personal 
development, a 6% increase on last 
year.

 There continue to be concerns 
regarding workload, with 22% of 
colleagues feeling that the work 
demands do not enable them to do a 
good job.

A centre of excellence for 16-19 year olds
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Staff Survey 2017: Professional 
Development

85% of respondents are either 
‘very satisfied’ or ‘satisfied’ 
with their professional 
development at One.

There has been a 3% increase
in the proportion of staff who 
are ‘very satisfied.’ 

86% feel they have the 
training and information they 
need in order to do their job 
efficiently and effectively, a 
5% increase on last year. 

77% feel able to access 
opportunities for professional 
growth and development, a 
10% increase since last year.

A centre of excellence for 16-19 year olds
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Staff Survey 2017: Appraisal 
Process

 The proportion of staff who are ‘very 
satisfied’ with our appraisal process 
has increased by 5%

 The percentage of staff who feel 
their performance and the 
contribution was assessed fairly 
within the Appraisal Process remains 
at 89%.

 87% feel that the performance 
ratings used in the Appraisal Process 
are applied fairly and consistently, a 
3% increase since last year, this may 
be due in part to the new 
assessment descriptions.

We must continue with our robust 
moderation process for the Appraisal 
Process to maintain the integrity and 
staff confidence in the process, in 
order to increase the satisfaction 
further.
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Staff Survey 2017: Wellbeing

 All indicators in this section have 
improved since last year.

 The proportion of staff ‘very 
satisfied’ with their wellbeing has 
increased by 6% since last year.

 93% confirmed we have an open and 
comfortable working environment, a 
4% increase on last year.

 93% confirmed their work gives 
them a feeling of accomplishment, 
compared to 89% last year.

 Although there is a 5% improvement 
in the proportion of staff who feel 
the amount of work they are 
required to do is reasonable this, 
along with workload, remain 
concerns.
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Staff Survey 2017: Leadership
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 The results for the immediate line manager remain very similar to last year - 94% continue 
to feel they can ask for advice and support from their line manager.

 There has been an improvement in the results for the Senior Leadership Team, with a 9% 
increase in the proportion of staff who are ‘very satisfied’.

 91% believe that our senior managers demonstrate strong leadership skills, a 5% increase 
 84% feel our senior managers are accessible, an 11% increase since last year.



Staff Survey 2017: Support 
Services

98% of colleagues are 
satisfied with the 
support services at 
One.

There has been an 8% 
increase in the 
proportion of staff who 
are ‘very satisfied’ with 
our support services.
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Staff Survey 2017: 
Communications

All indicators in this section 
have improved.

The proportion of staff ‘very 
satisfied’ has increased by 8%.

The percentage of colleagues 
‘dissatisfied’ or ‘very dissatisfied’ 
has decreased by 5%.

86% of colleagues feel that 
senior management 
communicates well with the 
rest of the organisation, an 8% 
increase since last year.

83% feel that information and 
knowledge is shared openly 
within this organisation, an 
8% increase since last year. 
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Staff Survey 2017: Ethos and 
Culture

 This is our strongest set of results for 
ethos and culture since we started 
running the survey.

 90% of colleagues are satisfied with 
the ethos and culture at One, and 
there has been a 4% increase in the 
proportion of colleagues who are 
‘very satisfied.’

 98% believe that staff work well 
together to solve problems and get 
the job done, a 5% increase since last 
year.

 89% feel that good opportunities exist 
to engage with other business areas 
and share best practice, a 13% 
increase. 

 84% feel that staff are treated equally 
and fairly. This is an 8% increase since 
last year.
 Treating staff equally and fairly is a key 

element of our ethos and something we 
must continue to consider and work on.
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Staff Survey 2017: Health and 
Safety

100% of colleagues confirmed 
they understand the Health & 
Safety Policy and the duty of care 
responsibilities. 

These results are very similar to 
last year and staff continue to 
have a strong awareness of our 
Health & Safety requirements 
and arrangements.

99% know what to do in the case 
of an emergency e.g. fire/ first 
aid.

91% feel their workplace is a 
physically comfortable and safe 
place to work 
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Staff Survey 2017: Resources

94% of colleagues are satisfied 
with the resources at One, a 10% 
increase since last year. The 
proportion of colleagues ‘very 
satisfied’ has increased 
significantly.

92% are happy with the 
availability of equipment and 
consumable resources, a 9% 
increase since last year.

91% are satisfied with the quality
of equipment and consumable 
resources, a 10% increase since 
last year.
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Staff Survey 2017: 
What do you like most about working at One?

Students Colleagues
Supportive 

Environment

Team Spirit Shared Ethos Variety

Structure of 
college day

Work-life 
balance

Development 
opportunities
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156 colleagues took the time to give us their comments regarding 
what they like best about working at One. These comments remain 
very similar to last year.



Staff Survey 2017: 
If you could change one thing that would improve your 

engagement, what would that be?

Work-life 
balance

Smaller class 
sizes

More Time

CPD
Progression 

Opportunities
Communications

Workload
Building 

Temperature 
Nothing!
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156 colleagues made suggestions - we will review these in order to 
better understand these concerns.



Staff Survey 2017: Summary

A centre of excellence for 16-19 year olds

A really positive set of results – all key indicators have 
improved since last year.

We are grateful for colleagues engagement and 
contribution.

There are a few areas which scored less than 85% 
satisfaction, these are outlined below. The items 
highlighted in green have nevertheless seen improvements 
since last year, the item in black has remained unchanged. 
• Work demands and work-life balance
• Access to professional growth and development
• Knowledge and skills being utilised
• Knowledge and information being shared openly
• Involvement in decision making and future plans
• Colleagues who challenge the status quo being listened to
• Fair and equal treatment of staff.



Staff Survey 2017: Actions

A centre of excellence for 16-19 year olds

Date Action

02.03.2017 Results shared with SLT

06.03.2017 Headline results shared at all-staff meeting

16.03.2017 Results shared at CQS

22.03.2017 Results shared at One Forum

08.05.2017 Detailed results shared at all-staff meeting 

08.05.2017 Full results shared on Platform One

Summer Term Develop key areas with One Forum
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