


Teacher Capability – Supporting Documentation for Invitation

The following documents should be provided with, or sufficiently in advance of, the invitation meeting where they are relevant to the concerns. This supports procedural fairness, transparency and compliance with the Schools Teacher Capability Policy.
The following documents must be attached to the invitation email to ensure procedural fairness, transparency and compliance with the Schools Teacher Capability Policy.

A. Core Documents and InformationMandatory Attachments

Schools Teacher Capability Policy – September 2024: provide a copy or confirm where the policy can be readily accessed.
Schools Teacher Capability Policy (Current Version) – Schools Teacher Capability Policy – September 2024.
Summary of Concerns / Performance Issues:
· A clear written summary setting out the specific areas of underperformance; the expectations arising from the teacher’s job description; the improvements required; how performance will be monitored; and the proposed timescale and review date. Relevant professional standards or school expectations may also be referenced where applicable.
a written summary setting out the specific areas of concern, 
how expectations have not been met, and reference to relevant professional standards, 
role expectations and/or school teaching and learning standards.

Evidence Informing the Concerns – as applicable: 
· this may include lesson observation feedback; 
· pupil progress or attainment data; 
· work scrutiny outcomes; 
· monitoring or review records; and 
· written feedback previously shared with the teacher.

Only evidence that is relevant, proportionate and directly connected to the identified concerns should be included.

B. Strongly Recommended Attachments Supporting Documents for Consideration

Draft informal support arrangements or improvement plan, where helpful
· Draft Informal Support Plan (ISP): 
· setting out targets for improvement, 
· support to be provided, 
· defined success criteria, and 
a proposed monitoring and review period of a minimum of eight working weeks, excluding school closure periods.
review timescales (normally 8 working weeks, excluding school closure periods).

The draft should be presented for discussion and should not imply that decisions have been predetermined before the teacher has had an opportunity to respond.

Relevant Job Description, Professional Standards and School Expectations
· Relevant Professional Standards / Expectations: 
· for example Teachers’ Standards, 
· relevant extracts from the job description, and/or 
· school teaching and learning expectations.

C. Contextual / Background Evidence (Where Available)

The following documents are optional and may be included where relevant. They provide context and evidence of fairness but do not constitute a separate stage of the policy.

Records of prior support or feedback, such as supervision or line management notes.
Records of coaching or professional discussions.
Written feedback or email correspondence.
CPD records.

Key Compliance Notes

Documentation should be accurate, objective and shared sufficiently in advance to enable the teacher to understand the concerns and prepare a response. The meeting invitation should provide at least five working days’ notice, excluding school closure periods.
All documentation must be accurate, objective and shared with the teacher in advance of the meeting.
Governors should not normally be involved before the dismissal stage, except where the policy provides for governor involvement in an appeal.Governors must not be involved at the informal stage of the capability process.
The teacher should be advised to consult their professional association; however, the informal meeting should not be described as a formal capability hearing. 
All meetings should be arranged during the teacher’s normal working hours, with school closure periods excluded when calculating working-day timescales.




