Application Review Guidance for Reviewers
Purpose of the review
The review gives the applicant a critical assessment of their draft before final submission. It should help them see where the evidence is persuasive, where it is scarce or unclear, and whether it currently supports promotion to the target grade. The reviewer should be candid and specific, with the published criteria as the point of reference.
The review is not an approval stage. The applicant may submit regardless of the reviewer’s view. The panel independently assesses the final application and records its own decision. The reviewer should not give provisional ratings or promise an outcome.
Before the discussion
Read the complete draft, CV and evidence the applicant proposes to submit. Check the route and pathway selected.
Check that each Essential Criterion is addressed and that the applicant has identified sufficient Elective Criteria for the route. Focus on whether the evidence supports the claims made.
Identify the strongest parts of the case, gaps in evidence and points that are hard to follow. Note where achievements describe activity without explaining the difference made or wider impact within schools or teams.
Allow enough time for a proper conversation and for the applicant to make changes before the final deadline.
During the discussion
Work through the principal strengths and gaps, then give a reasoned view of whether the draft demonstrates readiness for the target grade. Be specific about any gaps in the application. Explain whether the applicant has the relevant evidence but needs to present it more clearly, or whether the achievement itself does not yet meet the criterion. Make clear what the applicant could improve before submission and what would require further work over time.
Listen to the applicant’s response and record any difference of view fairly. The applicant decides whether to make changes and whether to submit. If a reviewer considers the case premature, that opinion should be explained by reference to the evidence and criteria, not expressed as a refusal to support the application.
Recording the outcome
Finalise the Head of Review form soon after the discussion, giving examples of strengths, gaps and suggested changes.
Give an honest readiness view with reasons. Avoid a bare conclusion such as “not ready” without explaining what is missing.
Share the completed form with the applicant in time for them to respond and amend the draft. Offer space for their comments, including disagreement.
The applicant sends the form through the agreed submission route. They can add their own comments, no part of the reviewer’s comments should be amended by the applicant. Submitting the form records the conversation, not agreement with the reviewer’s opinion.
Circumstances and confidentiality
An applicant may wish the panel to consider circumstances such as maternity or other family leave, sickness absence, disability-related circumstances or caring responsibilities. These may affect the quantity of evidence an applicant could reasonably build over a period, while the quality and standard required for promotion remain the same. 
The proposed confidential statement would be managed by People Services for the panel. 
The reviewer should not ask for sensitive personal or medical details as part of this application review.

