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Staff Appraisal Policy
Sapphire Education operates a structured appraisal process to support staff development, maintain high standards of delivery, and ensure a positive student experience.
The appraisal process is designed to be supportive, reflective and focused on continuous improvement.

Purpose
The purpose of appraisal is to:
· Provide clear and constructive feedback to staff 
· Recognise strengths and effective practice 
· Identify areas for development 
· Support staff in delivering high-quality sessions and pastoral care 
· Inform future staff recruitment and training decisions 

Approach
Appraisal is based on a combination of:
· Ongoing observation by the Senior Team 
· Staff self-reflection 
· Feedback gathered during the programme 
The process is designed to be a two-way conversation, allowing staff to reflect on their experience and contribute to the discussion.


Process
The appraisal process includes the following steps:
1. Staff reflection
Staff complete a short reflection in advance of the appraisal meeting, considering their performance, challenges and areas for development.

2. Observation and feedback
Members of the Senior Team observe staff informally throughout the programme, noting:
· Student engagement and interaction 
· Delivery of sessions (academic or activity-based) 
· Safeguarding awareness and student support 
· Professional conduct and teamwork 

3. Appraisal meeting
A short appraisal meeting (typically 10–15 minutes) is held during or at the end of the programme.
During this meeting:
· The reviewer shares feedback based on observations 
· The staff member reflects on their experience 
· Strengths and areas for development are discussed 
· Action points are agreed where appropriate 

4. Recommendation and record
Following the discussion:
· An overall performance judgement is recorded 
· A recommendation regarding re-employment is made 
· The appraisal record is completed and signed by both parties 
The recommendation is explained to the staff member as part of the discussion.

Timing
Appraisals are typically conducted:
· During the final stage of the programme
or 
· At the end of the staff member’s contract 
This ensures that feedback reflects the full programme experience.

Scope
The appraisal process applies to all staff, including:
· Academic Tutors 
· Student Mentors and residential staff  
· Members of the Senior Team 
Members of the Senior Team are appraised by a senior colleague or Head Office representative using the same process.

Recording and consistency
A written record of each appraisal is completed using the Sapphire appraisal template.
Records are:
· Stored securely 
· Used to ensure consistency across roles 
· Referenced during post-programme review and planning 

Use of appraisal outcomes
Appraisal outcomes are used to:
· Inform future staff training and induction 
· Support staff development 
· Identify strong candidates for re-employment 
· Improve overall programme delivery 

Staff support
Sapphire is committed to supporting staff throughout the programme.
Feedback is delivered in a constructive and professional manner, with a focus on development and improvement.
Staff are encouraged to raise any concerns or feedback as part of the appraisal process.
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