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Performance Management Policy
Written by 
 : Micheala Clay
Date 

 :  10/01/2019
Review Date:  10/01/2021
Purpose 

This policy sets out the framework for a clear and consistent assessment of the overall performance of all staff employed by the School, including the Head Teacher, and for supporting their development within the context of the School’s plan for improving educational provision and performance, and the standards expected of teaching and support staff. It must be read in conjunction with the School’s pay policy.  

Application of the Policy 
This policy applies to the Head Teacher and to all staff employed by the School except those on contracts of less than one term, those undergoing induction (ie NQTs) and those who are subject to capability. The application of this policy must be consistent with the School’s pay policy.
Performance Management in this school is a supportive and developmental process designed to ensure that all staff have the skills and support they need to carry out their role effectively.  It will help to ensure that all staff are able to continue to develop and improve their professional practice.

Confidentiality

All involved in this policy are reminded of the importance of confidentiality and must ensure that all information, whether verbal or written, is kept strictly confidential and not passed on to any persons who are not involved in the process.  Disciplinary action may result from breaches of confidentiality.

Equal Opportunities

This policy will be applied fairly and consistently to all employees regardless of gender, gender reassignment, race, religion or belief, ethnicity, national origin, age, marital status or civil partnership, disability, sexual orientation, pregnancy or maternity, part time status or the number of hours worked.
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1. The performance management review period 

	1.1
	The review period will run for twelve months from October to September.  



	1.2  
	Those staff employed on a fixed term contract of less than one year will have their performance managed in accordance with the principles underpinning this policy.  The length of the period will be determined by the duration of their contract, but the School will normally conduct a review immediately prior to the end of any fixed term contract, which is longer than one school term in duration.



	1.3
	Those staff who begin their employment part way through the School’s appraisal cycle will have their performance managed in accordance with the principles underpinning this policy. The appraiser will determine the nature and scope of the objectives set appropriate to the nature of the role and the time spent in school.


2. Appointing appraisers 

	2.1
	In this school the task of appraising the Head Teacher, including the setting of objectives, will be delegated to a sub-group consisting of three members of the Management Committee.



	2.2
	The Head Teacher will decide who will appraise other members of staff.   This will usually be the Line Manager



3. Setting objectives 

	3.1
	Objectives will be set before, or as soon as practicable after, the start of each appraisal period.  



	3.2
	The objectives set, will be Specific, Measurable, Achievable, Realistic and Time-bound and will be appropriate to the role and level of experience.



	3.3
	The appraiser and appraisee will seek to agree the objectives but, if that is not possible, the appraiser will determine the objectives. The Appraiser will consider that agreement is not possible if such agreement has not been reached by 11th November. Objectives may be revised if circumstances change.



	3.4
	The objectives set will, if achieved, contribute to the School’s plans for improving the School’s educational provision and performance and improving the education of pupils at the School. This will be ensured by the Head Teacher.



	3.5
	As soon as practicable after, the start of each appraisal period, each member of staff will be informed of the standards (Teacher’s Standards or Support Staff Skills and Behaviours Matrix) against which their performance in that review period will be assessed.


4. Observation

	4.1
	This school believes that observation of classroom practice and other responsibilities is important both as a way of assessing performance in order to identify any particular strengths and areas for development they may have and of gaining useful information which can inform school improvement more generally.  



	4.2
	All observation will be carried out in a supportive fashion. 



	4.3
	In this school performance will be regularly observed but the amount and type of observation will depend on the individual circumstances of the member of staff and the overall needs of the School and taking into consideration Union guidance.  



	4.4
	In addition to formal observation, head teachers or other leaders with responsibility for teaching standards may “drop in” in order to evaluate the standards of teaching and to check that high standards of professional performance are established and maintained.  



	4.5
	The length and frequency of “drop in” observations will vary depending on specific circumstances.



	4.6
	Teachers (including the Head Teacher), and members of the support staff, who have responsibilities outside the classroom should also expect to have their performance of those responsibilities observed and assessed.




5. Development and support
	5.1
	Performance Management is a supportive process, which will be used to inform continuing professional development.  The School wishes to encourage a culture in which all staff take responsibility for improving their practice through appropriate professional development.  



	5.2
	Professional development will be linked to school improvement priorities and to the ongoing professional development needs and priorities of individual members of staff.




6. Feedback

	6.1
	Appraisees will receive constructive feedback from their appraiser on their performance throughout the year and as soon as practicable after an observation has taken place or other evidence has come to light.  (Formal appraisal documents attached as appendances’)


	6.2
	Feedback will highlight particular areas of strength as well as any areas that need attention.  Where there are concerns about any aspects of performance, the appraiser will meet the appraisee formally to:

· give clear feedback about the nature and seriousness of the concerns;

· give the opportunity to comment and discuss the concerns;

· agree any support (e.g. coaching, mentoring, structured observations), that will be provided to help address those specific concerns; 

· make clear how, and by when, the appraiser will review progress. It may be appropriate to revise objectives, and it will be necessary to allow sufficient time for improvement. 
· explain the implications and process if no, or insufficient improvement is made.



	6.3
	When progress is reviewed, if the appraiser is satisfied that the appraisee has made, or is making, sufficient improvement, the appraisal process will continue as normal, with any remaining issues continuing to be addressed through that process.   




7. Annual assessment 
	7.1
	Performance will be formally assessed in respect of each review period.   In assessing the performance of the Head Teacher, the Management Committee must consult the external adviser. The external adviser is organised by the Chair of the Management Committee and ratified by the full committee.


	7.2
	This assessment is the end point to the annual performance management process, but performance and development priorities will be reviewed and addressed on a regular basis throughout the year with a mid-year review in March.



	7.3
	The appraisee will receive, as soon as practicable following the end of each appraisal period, a performance management report. The appraisee will have the opportunity to comment in writing on the appraisal report.  In this school, all members of staff are expected to receive their written reports by 31 October (31 December for the Head Teacher). 



	7.4
	The appraisal report will include:

· details of the objectives for the review period in question; 

· an assessment of the performance of their role and responsibilities against:

· Their individual performance management objectives

· The relevant standards for teachers given the particular stage of their career, or the Skills & Behaviours Matrix for Support Staff

· The requirements of their role outlined in their job profile

· Their direct impact on pupil progress

· Their direct impact on the wider outcomes for pupils

· Their direct impact on the effectiveness of teachers or other staff

· Their wider contribution to the work of the School 

· a recommendation on pay where that is relevant

· an assessment of the training and development needs and identification of any action that should be taken to address them;



	7.5
	The assessment of performance and of training and development needs will inform the planning process for the following appraisal period.




This policy must be read in conjunction with the following school policies:

· Pay Policy

· Adopted SPS Capability Policy

Policy Approved by the Management Committee Jan 2019.

Review Cycle – every two years

Policy Review:  Jan 2021
General Principles relating to the Policy

ACAS Code of Practice on Disciplinary and Grievance Procedures 
Confidentiality:  The appraisal and capability processes will be treated with confidentiality.  However, the desire for confidentiality does not override the need for the Head Teacher and Management Committee to quality-assure the operation and effectiveness of the appraisal system. 
Consistency of Treatment and Fairness:  The Management Committee is committed to ensuring consistency of treatment and fairness and will abide by all relevant equality legislation.
Definitions 

Unless indicated otherwise, all references to “teacher” include the Head Teacher.
Reference to the School term relates to the six term academic year.
Delegation:  Normal rules apply in respect of the delegation of functions by management committees, head teachers and local authorities.  
Grievances:  Where a member of staff raises a grievance during the capability procedure the capability procedure may be temporarily suspended in order to deal with the grievance.  Where the grievance and capability cases are related it may be appropriate to deal with both issues concurrently.
Sickness:  If long term sickness absence appears to have been triggered by the commencement of monitoring or a formal capability procedure, the case will be dealt with in accordance with the School’s Managing Sickness Absence policy. In some cases, it may be appropriate for monitoring and/or formal procedures to continue during a period of sickness absence. 
Monitoring and Evaluation:  The Management Committee and Head Teacher will monitor the operation and effectiveness of the School’s appraisal arrangements.
Retention The Management Committee and Head Teacher will ensure that all written appraisal records are retained in a secure place for six years and then destroyed.  
	
	ELA Centre Manager Appraisal 


(Name) 

Responsibility – (*)
Line Manager : ()

Responsibility – ()
(Date *)

	Objectives for the school year:



	Objective 1: Quality of Teaching, Learning & Assessment

	

	Actions to be taken to achieve the objective (with expected completion dates)
	

	Success criteria
	

	Support and training that will be needed
	

	Objective 2: Personal Development Behaviour & Welfare
	

	Actions to be taken to achieve the objective (with expected completion dates)
	

	Success criteria
	

	Support and training that will be needed
	

	Objective 3: Outcomes
	 

	Actions to be taken to achieve the objective (with expected completion dates)
	

	Success criteria
	

	Support and training that will be needed
	

	Objective 4: Progress
	

	Actions to be taken to achieve the objective (with expected completion dates)
	

	Success criteria
	

	Support and training that will be needed
	


	Professional development and other support for the school year:

	Professional development to be provided
	By who?
	When?

	
	
	

	Other support to be provided
	
	

	
	
	


	Any other comments?

	


Signed (Reviewee) …………………………………….. Signed (Reviewer) ……………………………………….

Date:
	Mid Year Review 



	Assessment against objectives

	Objective 1: Quality of Teaching, Learning & Assessment

	Fully achieved
	
	Partly achieved
	
	Not achieved
	

	Comments

	Objective 2: Personal Development Behaviour & Welfare

	Fully achieved
	
	Partly achieved
	
	Not achieved
	

	Comments

	Objective 3: Outcomes

	Fully achieved
	
	Partly achieved
	
	Not achieved
	

	Comments

	Objective 4: Progress

	Fully achieved
	
	Partly achieved
	
	Not achieved
	

	Comments




	Evidence and reflection form

	Points for reflection
	Comments
	Evidence

	What has gone well over the past year?
	
	

	What are my strengths and what skills have I developed?

How do I want my career to progress?
	
	

	What barriers/difficulties have I encountered this year, and what have I learnt from dealing with them?
	
	

	What do I want to achieve during the coming year and what training and support do I think I will need?
	
	


	Summing up the year

	Reviewer statement

	

	Reviewee statement

	

	Pay recommendation (where applicable)

	


Signed (Reviewee) …………………………….. Signed (Reviewer) …………………………………

Date:
	Annual review

Review of school year:

	Assessment against objectives

	Objective 1: Quality of Teaching, Learning & Assessment

	Fully achieved
	
	Partly achieved
	
	Not achieved
	

	Comments

	Objective 2: Personal Development Behaviour & Welfare

	Fully achieved
	
	Partly achieved
	
	Not achieved
	

	Comments

	Objective 3: Outcomes

	Fully achieved
	
	Partly achieved
	
	Not achieved
	

	Comments

	Objective 4: Progress

	Fully achieved
	
	Partly achieved
	
	Not achieved
	

	Comments




	Evidence and reflection form

	Points for reflection
	Comments
	Evidence

	What has gone well over the past year?
	
	

	What are my strengths and what skills have I developed?

How do I want my career to progress?
	
	

	What barriers/difficulties have I encountered this year, and what have I learnt from dealing with them?
	
	

	What do I want to achieve during the coming year and what training and support do I think I will need?
	
	


	Summing up the year

	Reviewer statement

	

	Reviewee statement

	

	Pay recommendation (where applicable)
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Performance Management – Objective setting: 


Year 

Staff Member: 

Reviewer: 

Date:    

	Objectives

The whole school objective reflects a whole school priority as documented within the school improvement plan


	Whole School Objective : 

Promote good progress and outcomes by pupils:

Effective Use of assessment:

Promote high levels attendance: 

Quality of teaching:

CPD


	Review Date



	
	Objective 1: 

Promote good progress and outcomes by pupils
Subject and Pupil specific targets:


	Review Date



	
	Objective 2: 
Make accurate and productive use of assessment


	Review Date



	
	Objective 3:
Fulfil wider professional responsibilities (Attendance)


	Review Date 



	
	Objective 4:

 Quality of Teaching and Learning (Development)
	Review Date 



	
	Objective 5:

 Continuing Professional Development
	Review Date 



	Performance criteria:

( What would success look like if objectives were met – the outcomes)


	Whole School Objective :

Objective 1.    

Promote good progress and outcomes by pupils
Objective 2. 

Make accurate and productive use of assessment

Objective 3. 

Fulfil wider professional responsibilities (Attendance)

Objective 4. 

Quality of Teaching and Learning (Development)

Objective 5. 

Continuing Professional Development

	Review Date

	What evidence will be taken into account?  List below:


	Actions – Reviewee responsibility – list below:

Objective 1.  
Objective 2.  
Objective 3.  

Objective 4.  

Objective 5.  


	Dates:


	

	Support to be provided:

( e.g. CPD, additional meetings with reviewer, termly reviews, further support with ICT equipment, use of facilities, observation of outstanding practice, coaching)


	Training and development needs(and which objectives they are linked to) Action to be taken within school:

Personal Training and development needs that may not be fulfilled in school:

Reviewer responsible for arranging:
	Dates:


	Review Date
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 Appraisal Record Form 

Performance Management – Mid Year Review: 


Year 2017- 2018

Staff Member: Emma May Alton

Reviewer: Joanne Nixon

Date:    October 2018

	Objectives

The whole school objective reflects a whole school priority as documented within the school improvement plan


	Whole school Objective: 

Whole School Objective : 

Promote good progress and outcomes by pupils:

Effective Use of assessment:

Promote high levels attendance: 

Quality of teaching:

CPD


	Review Date

Sept 18

 Met/Partially/Ongoing/Not Met
Met/Partially/Ongoing/Not Met
Met/Partially/Ongoing/Not Met


	
	Objective 1: 

Promote good progress and outcomes by pupils:

Subject and Pupil specific targets:


	Review Date 

Objective Met/Partially/Ongoing/Not Met


	
	Objective 2: 

Make accurate and productive use of assessment

	Review Date 

Objective 

Met/Partially/Ongoing/Not Met


	
	Objective 3: 
Fulfil wider professional responsibilities (Attendance)
	Review Date 

Sept 18

Objective Met/Partially/Ongoing/Not Met


	
	Objective 4.
Quality of Teaching and Learning (Development)


	

	
	Objective 5.
Continuing Professional Development

	

	Performance criteria:

( What would success look like if objectives were met – the outcomes)


	 Whole School Objective:

Objective 1.    

Promote good progress and outcomes by pupils
Objective 2. 

Make accurate and productive use of assessment

Objective 3. 

Fulfil wider professional responsibilities (Attendance)

Objective 4. 

Quality of Teaching and Learning (Development)

Objective 5. 

Continuing Professional Development

	Review Date 

Sept 18

Objective 

Met/Partially/Ongoing/Not Met
Objective 

Met/Partially/Ongoing/Not Met
Objective Met/Partially/Ongoing/Not Met
Objective 

Met

	What evidence will be taken into account?  List below:


	Actions – Reviewee responsibility – list below:

Objective 1.  
Objective 2.  
Objective 3.  

Objective 4.  

Objective 5.  


	Dates:


	

	Support to be provided:

( e.g. CPD, additional meetings with reviewer, termly reviews, further support with ICT equipment, use of facilities, observation of outstanding practice, coaching)


	Training and development needs (and which objectives they are linked to) Action to be taken within school:

Personal Training and development needs that may not be fulfilled in school:

Reviewer responsible for arranging:


	Dates:
	Review Date

Objective Met/Partially/Ongoing/Not Met




Performance Management – Review 








Year 

Staff Member: 

Reviewer: 

Date 

	Objectives met?

The whole school objective reflects a whole school priority as documented within the school improvement plan


	Whole school objective:

Evaluation:

Promote good progress and outcomes by pupils:

Effective Use of assessment:

Promote high levels attendance: 

Quality of teaching:

CPD


	Objective

 Met
Objective

 Met
Objective

 Met


	
	Objective 1: 

Promote good progress and outcomes by pupils
Evaluation: 
Evidence:

Line Manager’s Comment


	Objective

 Met


	
	Objective 2: 

Make accurate and productive use of assessment
Evaluation: 

Evidence:

Line Manager’s Comment:- 

 
	Objective

 Met


	
	Objective 3:

Promote high levels attendance
Evaluation 

Evidence

Line Manager’s Comment:- 

	Objective

 Met


	
	Objective 4:

Quality of teaching

Evaluation 

Evidence

Line Manager’s Comment:- 

	

	
	Objective 5:


	

	Support provided:

( e.g. CPD, additional meetings with reviewer, termly reviews, further support with ICT equipment, use of facilities, observation of outstanding practice, coaching)


	Objective 5:

Review of last year’s Training and development undertaken 

Reflective journal attached?    

	Dates:


	






�





Reviewer’s Signature											Date															


Reviewee’s Signature							                                  Date																					


Headteacher’s Signature & Comments									Date   











�





Reviewer’s Signature									Date																		


Reviewee’s Signature										Date 																	


Headteacher’s Signature & Comments								Date








Recommended for pay progression (where reviewed is eligible) e.g. UPS 1-2,2-3,   YES/NO








Summary of reasons for judgement:











Signed (Reviewed)  





Signed (Reviewer) 








