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 The appraisal system is seen by Noahs Ark Community Pre-school as:

-An element of quality assurance:

-A formal part of the staff support system; 

-An essential part of staff development.

  The objectives of this scheme is to:

 -Set personal objectives;

 -Set objectives linked to the business plan

 -Review personal performance;

 -Measure personal progress;

- Identify strengths and areas for improvement;

 -Talk over personal development and training needs;

 -Plan career development;

 -Recognise good performance;

 -Identify individual action plans.

The annual appraisal meeting is not part of disciplinary procedure.

General principles

The appraisal meeting will take place once a year between members of staff and their line manager.

Meetings will normally be held at the end of the school year.

Appraisal reports will be confidential, their contents accessible to the appraiser and appraisee only. There will be no appeals procedure attached to the scheme, although any disagreement should be noted on the report before both parties sign it as a true record of the meeting. All reports will be countersigned by the second line manager as appropriate.

We aim to hold supervision meetings half termly, but as a minimum termly throughout the year to review objectives and monitor progress against them.

Procedures
Appraisees to complete the Appraisee appraisal form – Personal details, personal development, review of skills and experience and review of objectives. They should then pass it to their line manager at least 5 days before the appraisal is scheduled so that the line manager can complete their sections of the form.

Appraisers are requested to complete the appraiser appraisal form as above, before the appraisal meeting and give a copy to the appraisee at least 5 days before the appraisal

Both forms will be copied and it will be ensured that they are both given to the member of staff, and kept on file.

This procedure should take place in June and be completed by the middle of July. Objectives set should also contribute to the achievement of the business plan. All objectives should be SMART.

When looking at training needs, various methods of training will be considered along with formal training courses, such as job shadowing, mentoring and on the job training.

The appraisal process is designed to confirm what managers and their staff should already know. As line managers, appraisers should be giving feedback to staff and monitoring objectives on an ongoing basis, with formal quarterly meetings to discuss progress.

This policy is reviewed annually 3rd September 2025
Signed on behalf of the Pre-School:  Taira Darling     

Position:   Manager            

