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1. Introduction 

Leger Education Trust is committed to developing and supporting colleagues across the Trust to become ‘Truly 

Great Staff’. In January 2024, the DfE workload group recommended removing performance related pay for 

September 2024. As a result of this and the growth of the Trust, a working party was created to focus on the 

development of the performance management process. Within the Personal Development Plan is a Professional 

IQ element that has been developed over time at one of the Trust academies and has now been developed 

further to ensure it is fit for purpose across all the phases and types of school within the Trust.  

The Professional IQ element includes both teaching and support staff and provides support and time for all staff 

to engage with the process and use the most up to date educational research evidence to improve pedagogy, 

practice, and performance. At the heart of the Personal Development Plans is a commitment to reducing the 

administrative and workload burden for all staff, which improves staff retention and staff satisfaction, and 

ultimately makes a difference to our young people ‘every lesson every day’. 

The policy also aims to monitor the effectiveness of each aspect of the framework to ensure an effective and 

appropriate performance management process for all staff.  

2. Process 

The Performance Management process has been developed to deliver a consistent, fair and effective process, 

which:  

• supports the improvement and performance of both individuals and teams  

• links priorities of all staff to the school improvement plan and a positive impact on children and young 

people 

• provides evidence for accessing personal development and training 

• supports the framework for the evaluation of the effectiveness of staff 

• reduces the administrative and workload burden for all staff 

• reduces the link between performance-related pay and performance management. Performance 

Management is based on the premise that there is an obligation that all colleagues aspire to improve 

their own practice and performance in the context of their own school and role.  

• Monitors the effectiveness of each aspect of the framework to ensure an effective and appropriate 

performance management for all staff, including setting out the arrangements that will apply when those 

covered by this policy fall below the expected levels of performance that are expected of them.  

The process involves identifying what needs to be improved and research around what strategies will be used 

to support this improvement. This may include a pedagogical approach (for teaching staff & student facing 

support staff only), provide clarity on how to assess the impact of the Professional IQ, and how this can be 

shared across the school or wider Trust. For most staff, the Professional IQ sits alongside a review of bespoke 

personal professional development needs. For some staff this may be a subject, Academy or Trust target to take 

account of individuals wider responsibilities. The Professional IQ element of the process is the most important 

and consistent area of the process with every member of staff across the Trust taking responsibility for their 

own improvement and development. 

3. Application of the policy 

This policy covers performance management and applies to all staff employed by the Academy or Trust, except 

those on contracts of less than one term, those undergoing induction (i.e. ECTs) and those who are subject to 

the Trust’s capability policy. 

4. The Personal Development Plan Timeline 

All staff complete a Personal Development Plan (PDP) and share this with their line manager or allocated PDP 

Lead. The timeline for implementation runs alongside the academic calendar with teaching staff beginning the 
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process in September of the new academic year and support staff in January of the academic year. During both 

timelines each group of colleagues have a check-in with their PDP Lead/Reviewer at a defined midpoint, with an 

end of year review process and setting of the following years Performance Management.  

5. Teaching Staff 

There are a wide range of experiences, responsibilities, and priorities within the role of teaching colleagues 

across our Trust. As a result, the Personal Development Plan was written to recognise these different 

responsibilities, so that all teaching staff complete their own Performance Management, but some colleagues 

have targets relating to their subject responsibility, post threshold area, or leadership responsibility. It is 

essential, however, that these extra targets relate directly to the improvement priorities of the individual 

Academy and focus on creating the Trust vision of ‘truly great students in truly great schools’.  

NB. ECT’s will commence the Performance Management following their ECT programme. 

6. Support Staff 

One policy for all staff ensures an alignment between all staff in the Trust who have a Performance Management 

which focuses on personal development and growth and doing a truly great job for students. The Trust 

recognises the very significant differences between support staff roles across the Trust and therefore has 

developed a differentiated Personal Development Plan, depending on the grade and role of support staff. Every 

member of staff has an obligation to a personal development plan as well as access to high-quality professional 

development. Some also have targets relating to their responsibility areas. 

7. Appointing Performance Management Reviewers 

The Performance Management for the Headteacher or equivalent will be by the Academy Governing Body, 

delegated to a sub-group consisting of three members of the Academy Governing Body, including the Trust CEO, 

and supported by a suitably skilled and/or experienced external adviser who has been appointed by the Academy 

Trust for that purpose. 

The Trust is responsible for commissioning an External Performance Management Reviewer, in doing so Trustees 

must satisfy themselves that the External Performance Management Reviewer has the skills, experience and 

objectivity to provide advice and support. 

The Headteacher or equivalent will decide who will review other teachers; it will be made clear at the start of 

the process who the reviewer will be.  In each Academy, Performance Management Reviews will be carried out 

by either the Headteacher, or a member of the senior leadership team. For the Trust Central Team, Performance 

Management Reviews will be carried out by either a member of the Executive Team, or a line manager. 

8. Employees Experiencing Difficulties – Management Period - Informal Support Stage 

During the review cycle where there are concerns about any aspects of the employee’s performance, support 

will be identified and discussed with the member of staff.  The details of the support will depend on the needs 

of the employee and will be delivered in an informal support plan agreed with the individual and their Line 

Manager/Support Plan Manager. This informal support will be provided in a reasonable timescale (normally 4 

weeks).  Where the informal support does not have the desired impact and there is a need to have a formal 

support process, this will be addressed under section headed: Employees Continuing to Experience Difficulties 

(Formal Support).When progress is reviewed, if the line manager is satisfied that the employee has made, or is 

making, sufficient improvement, the Performance Management process will continue as normal, with any 

remaining issues continuing to be addressed through the normal CPD, mentoring and upskilling of staff.    

At this stage every effort will be made by the school to support the employee to enhance their performance; 

this may include breaking their objectives down into smaller points to focus on the issues.  Support will be 

provided with the aim of improving practice and areas where there are concerns. The school will ensure that 
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members of staff who require support will have a Line Manager to work with them as well as expertise from 

across the Trust if required. Where there is evidence to show that progress is being made towards meeting 

objectives, consideration will be given to extending the informal support. 

 

9. Employees Continuing to Experience Difficulties - Formal Support Plan 

Where, during the cycle, there is clear evidence of serious concerns about any aspects of the employee’s 

performance, the line manager/support plan manager will arrange to meet formally with them giving at least 

five working days’ notice. This is after a period of informal support has already been provided and clarity 

about the performance issues has been discussed with the staff member. Prior to the meeting the reviewer will 

provide the individual with clear written feedback about the nature and seriousness of the concerns and a draft 

Formal Support Plan. Employees are entitled to be represented by a trade union representative or a work 

colleague at the formal support meeting as this is the best opportunity to avoid the matter escalating. The 

Headteacher will be advised by HR at the meeting.  

 

At the meeting the employee and the line manager will: 

 

• Consider the evidence of serious concerns 

• Give the employee the opportunity to comment and discuss the concern 

• Discuss the formal support plan and ensure that clarification is given on all aspects of the formal 

support plan 

• Identify in the support plan how and when additional monitoring will take place. The purpose of this 

additional monitoring is to assess if the support is having the correct impact for the school and 

whether the employee is responding to the support. 

• Discuss objectives in the support plan; objectives may be broken down into smaller sections to 

target specific areas of concern 

• Make clear how, and by when, the reviewer will review progress. It may be appropriate to revise 

objectives and it will be necessary to allow sufficient time for improvement  

• The amount of time will depend on the seriousness of the concerns but will not be less than 4 weeks 

except in exceptional circumstances 

• Discuss who will provide the support and guidance 

• Explain the implications and the process if no – or insufficient – improvement is made against the 

targets and milestones agreed. 

 

This meeting and any further support and guidance given will be with the aim that the individual’s performance 

improves and the need to move into formal capability procedures is avoided.   Where progress is being made 

towards meeting the objectives set out in the support plan, consideration will be given to an extension of the 

timescale. 

 

At the end of the Formal Support Plan period the employee will be invited to a formal review meeting (5 working 

days’ notice with the right to representation). 

 

10. Formal review meeting 

At the end of the formal support period the employee will be invited to a Formal Review Meeting with their Line 

Manager/Support Plan Manager/Headteacher and HR. They will have the right to be represented by a trade 

union representative or a work colleague. 

Where sufficient progress is made such that the individual is performing at a level that indicates that there is no 

longer a possibility of capability procedures being invoked, the employee should be informed of this at a formal 

review meeting with the Line Manager/Headteacher. Following this meeting, the review process will continue as 

normal. The outcome will be provided in writing to the individual.  
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If the Line Manager/Support Plan Manager/Headteacher is not satisfied with progress, the employee will be 

notified in writing that the Performance Management system will no longer apply and that their performance will 

be managed under the formal capability procedure.  The individual will be invited to a formal capability meeting 

in line with the formal capability procedure 

 

11. Transition to capability  

If the Line Manager/Support Plan Manager is not satisfied with progress following the agreed additional 

support and time frame, they will report this to the Headteacher. 

Within five working days the Headteacher will write to the individual (reviewee) inviting them to a formal 

capability meeting, with at least five working days’ notice. The notification will include: 

• Sufficient information about the concerns about performance and their possible consequences to enable 

the employee to prepare to answer the case at a formal capability meeting 

• Copies of any written evidence connected to the concerns as outlined in the support planning process. 

• The details of the date, time, and place of the meeting 

• Advice to the employee of their right to be represented/accompanied by a trade union official or work 

colleague 

• The names of those who will be at the meeting and their role 

• An outline of possible courses of action 

• Wherever possible the time and date of the meeting should be agreed with the employee and their 

representative. The process to be followed is set out in detail in the LET Capability Policy. 

 

12. Confidentiality 

Access to the Performance Management documentation will normally be limited to the member of staff, the line 

manager, the Headteacher and/or nominated member of the senior management team, as well as the Academy 

Governing Body and Trust staff. An overview of the evidence of the Performance Management review will be 

kept on file and shared with the member of staff.  This will be anonymised when shared with any external parties 

outside those stated in this policy; this may include Governors and Ofsted. 

13. Equality and Consistency 

As detailed in this policy the Headteacher and CEO will have overall responsibility for the quality assurance of 

the Performance Management process across the Academy. This will include ensuring the consistency and 

equality of application of the process throughout each Academy. The Headteacher may delegate responsibility 

for monitoring consistency and equality of application to a member of the senior management team. 

The Headteacher will be responsible for reporting regularly to the Academy Governing Body on any relevant 

issues, including those of underperformance, arising from the annual review cycle and on any action required to 

address those issues.  The report will enable governors to receive an overall general report of the process but 

will not include specific details relating to individual members of staff. 

The Academy Governing Body is committed to ensuring consistency of treatment and fairness and will abide by 

all relevant equality legislation. 

14. Retention of statements 

The Academy Governing Body and Headteacher will ensure that all written Performance Management records 

are retained in a secure place for six years and then destroyed. 

15. Personal Development Plans 

Documentation for the Personal Development Plans are stored in the LETnet: Personal Development Plans 

The flowcharts are shown below: 

https://legereducationtrust.sharepoint.com/:f:/r/sites/LETnet/Shared%20Documents/Personal%20Development%20Plans?csf=1&web=1&e=0FLNci
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Support Staff Flowchart  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

* Includes all Support Staff including School Business Managers and Trust staff. 

Step 2  

Performance Management launched with 

staff and share documentation & WAGOLLs 

Sept   

 

Autumn Term 2024 

Step 3  

Performance Management Development 

Plan completed by Support staff 

Jan 

 

Autumn Term 2024 

Step 6 

Review with Performance Management 

Lead & complete new Performance 

Management 

Jan 

 

Autumn Term 2024 

Step 5  

Review meeting held with Performance 

Management Reviewer  

June/July 

 

Autumn Term 2024 

Step 4 

Meeting held with Performance 

Management Reviewer  

Jan 

Step 1  

Performance Management Policy agreed 

and shared 

Sept 

 

Autumn Term 2024 
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Teaching/Exec Team Staff Flowchart* 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 1  

Performance Management Policy and 

Teacher Pay Policy agreed and shared 

Sept 

 

Autumn Term 2024 Step 2  

Professional Development Plans including 

Professional IQ launched with staff and 

share documentation & WAGOLLs 

Sept 

 

Autumn Term 2024 
Step 3  

Personal Development Plan (PDP) 

completed by teaching staff. Meeting held 

with PDP Lead/Reviewer 

Oct/Nov 

 

Autumn Term 2024 

Step 6 

Performance Management check in with 

PDP Lead/Reviewer 

Feb/Mar 

 

Autumn Term 2024 

Step 7 

Performance Management presentations 

and feedback 

Sept 

 

Autumn Term 2024 

Step 5  

Pay recommendations to HT and AGB pay 

committee with Trust moderation and pay 

awards  

Nov/Dec 

 

Autumn Term 2024 

Step 4 

Professional IQ process begins with CPD 

and INSET time allocated  

Oct/Nov 

 

Autumn Term 2024 

* Includes SLT, Headteachers, Trust Executive Leadership Group and CEO. 

 


