





        [image: ]

[image: ]



Performance Management Policy

	Approved by:
	Mr Joe Wilson 
	Date:  26/2/2021

	Last reviewed on:
	26/2/2021

	Next review due by:
	2022

















	Contents
1. AIMS OF THE POLICY………………………………………………………………………………………………………………………….
2. TIMESCALE…………………………………………………………………………………………………………………………………………
3. APPOINTMENT OF APPRAISERS…………………………………………………………………………………………………………..
4. PERFORMANCE MANAGEMENT PROCESS………………………………………………………………………………..............
5. APPRIASAL MEETING……………………………………………………………………………………………………………………………
6. COMPLETION OF APPRAISAL…………………………………………………………………………………………………………………
7. ONGOING REVIEW OF PERFORMANCE…………………………………………………………………………………………………
8. FEEDBACK…………………………………………………………………………………………………………………………………………….
9. PAY PROGRESSION…………………………………………………………………………………………………………………………………
10. CONFIDENTIALITY AND QUALITY ASSURANCE……………………………………………………………………………………….
11. MONTIORING AND EVALUATION…………………………………………………………………………………………………………..
12. LINKED POLICES……………………………………………………………………………………………………………………………………..






	Appendices
· Appendix 1: TEACHERS’ STANDARDS………………………………………………………………………………………………….
· Appendix 1: TEACHING ASSISTANTS’ STANDARDS……………………………………………………………………………..
· Appendix 2: PERFORMANCE MANAGEMENT PROFORMAS………………………………………………………………….









Whole School Performance Management

1.Aims
Performance management is a mechanism to ensure the achievement of the school’s goals through setting objectives, managing and monitoring performance against these objectives and providing the coaching and development that ensures all our staff are equipped with the skills and knowledge to deliver the required outcomes. 
Performance management is also about ensuring that all staff have the opportunity to discuss their performance and development needs in relation to their job role. The focus of performance management is on continuous development and performance improvement, and the performance management process is an essential element of this. 
This policy applies to all teaching and support staff employed by the school or local authority, except those on contracts of less than one term and those undergoing induction (i.e. NQTs).

This policy sets out the framework for a clear and consistent assessment of the overall performance of all staff at James Cambell Primary School, including the Head Teacher. It also sets out the framework for supporting staff development within the context of the school’s development plan for improving educational provision and performance, and the standards that are expected.
Performance management is a supportive process which will raise the morale of all staff by motivating them to update their skills and improve their performance. The school wishes to encourage a culture in which all staff take responsibility for improving their performance through appropriate professional development. Professional development will be linked to school improvement priorities and to the ongoing professional development needs and priorities of individual staff. 
The performance management policy will also be used to address any concerns that are raised about an employee’s performance. If concerns are such that they cannot be resolved through the performance management process, there will be consideration of whether to proceed to a transition meeting (a meeting to set up the informal stage of the capability process).

2.Timescales 

The appraisal period will run for twelve months from 1st September to 31st August. 

Performance management is an ongoing cycle, the preparation and self-evaluation against the relevant standards takes place in the autumn term and a mid-year review in the spring term. School and individual objectives will be set and performance formally appraised each year in the autumn term. 
Employees who are 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 the contract. 
Where an employee starts their employment at the school part way through a cycle, the Head Teacher, shall determine the length of the first cycle for that member of staff, with a view to bringing his/her cycle into line with the cycle for other employees as soon as possible. 
Where an employee transfers to a new post within the school part way through the cycle, the Head Teacher shall determine whether their cycle shall begin again and whether to change the appraiser. 
3.Appointment of Appraisers 
The Head Teacher and Senior Leadership Team will decide who will undertake appraisals of staff. It will normally be the member of staff with a clear line management overview of the work of the member of staff being appraised. If circumstances change, then the appraiser who sets targets may be different to the person who reviews them.
4.The Performance Management Process 
The appraisal cycle is as follows:
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At the beginning of the autumn term, the Head Teacher will determine the standards against which all staff will be assessed. Staff will be made aware of the standards and at which level they should be performing. All Teachers will be evaluated against the ‘Teachers’ Standards’ published in July 2011 and Effective from September 1st 2021 (See Appendix 1). The following standards may also be used if relevant: 
· National Head Teacher Standards (2004); 
· National Standards for Subject Leaders (1998); 
· SENCo Standards; 
· Draft National Standards for School Leaders; 
· School Leadership Standards; 
· National occupational standards for supporting teaching and learning in schools. 
All support staff with be evaluated against the duties set out in their job description and classroom-based support staff should also adhere to the Professional Standards for Teaching Assistants 2016 (see Appendix 1)
The responsibility for ensuring a productive discussion takes place at an appraisal meeting rests equally with the appraiser and appraisee. Detailed and considered preparation will often determine the success of the discussion. 
Therefore, before the meeting appraisers should: 
· Ensure the appraisal is conducted within agreed timescales; 
· Organise a mutually convenient time and date (giving sufficient notice); 
· Ensure enough time is allocated for the meeting and the environment is appropriate; 
· Take time to effectively prepare for the discussion; 
· Give the appraisee time to prepare. 
In readiness for the appraisal, both the appraiser and appraisee should: 
· Review previous appraisal paperwork; 
· Consider performance against last year's objectives and evaluate whether they have been met or not; 
· Reflect on areas of good performance including the way in which they work as well as what has been achieved; 
· Consider how any learning and development activities have impacted on their role/performance; 
· Familiarise themself with the School Improvement Plan and other key plans which may impact on their role; 
· Complete self-evaluation against the roles and responsibilities stated on the job description; 
· Ensure that performance over the whole of the review period is taken into account and give examples/evidence of performance to support ratings; 
· Consider whether there are areas for performance improvement and prepare potential development objectives for discussion for the appraisal meeting. 
· Appraisee should provide appropriate evidence of progress against objectives.

5.Appraisal Meeting  
Review of previous objectives and targets ( Autumn Term)

Appraisers and appraisees should discuss previously set objectives and targets and provide evidence of achievement and comment on whether the objectives were met, partly met or not met. The outcome of the discussion should be recorded on the appraisal form. 
It is appropriate to consider:
- Were there any barriers preventing completion outside of your control? If so, what were they?
- If the objective was achieved, how successful was it? (i.e. was it achieved to the standards expected or did it exceed expectations, etc?)
Objective setting (Autumn Term)

Staff will have objectives set which not only reflect their individual priorities within their role, but also contributes to the school’s plan for improving the school’s educational provision and performance. 
Under normal circumstances staff will have a maximum of 3 objectives (attainment and progress, relevant standards according to your job role and professional development). However, employees who are found not to be meeting standards at the appropriate level for their career stage may be given additional objectives (as required) to ensure that the most appropriate support can be provided.  
A fourth objective will be agreed between appraisers and appraises if deemed appropriate by both parties, or if the member of staff in question is paid on a Leadership Scale/ Upper Pay Scale or has a TLR.
Leadership and Management Objectives (where appropriate) 

The performance of all Teachers with paid leadership responsibilities will be assessed against the relevant leadership standards and their impact on relevant school improvement priorities. Where no standards currently exist the Head Teacher will develop appropriate standards for these roles by reference to the draft national standards produced by the NCSL. Leadership and management objectives should be set to address any development priorities identified. 

Professional Development Objectives (Spring Term)
(Review of Standards)

At the appraisal meeting, appraisers and appraisees should: 
· Discuss the progress in line with each of the objectives. Appraisers will use the following terms: met, partially met and not met; 
· For each objective, make a note of strengths/achievements and agree any areas for development; 
· Where there are differences in ratings discuss the reasons for these and agree on a final rating; 
· Discuss and agree professional development objectives in relation to the standards; 
· In the event of not being able to reach agreement, the appraiser should record the rating which in their judgement corresponds to the level of performance demonstrated. The teacher may record their comments in writing as an appendix to the appraisal form. 

6.Completion of the Appraisal 

It is the responsibility of the appraiser to complete the appraisal statement and forward it to the appraisee for comment/approval within a reasonable time after the appraisal meeting. At this point, the appraisee can add any comments they wish to make in the relevant section of the form. 
Once both parties are in agreement with the content, they should both sign and retain copies. The Governing Body and Head Teacher will ensure that all written appraisal records are retained in a secure place for six years and then destroyed. 
The appraisal form will include the following: 
· Details of the objectives for the appraisal period in question:
· An assessment of the employees performance of their role and responsibilities against their objectives and the relevant standards; 
· An assessment of the teacher’s training and development needs and identification of any action that should be taken to address them; 
· A recommendation on pay where that is relevant; 
· Identified support for the forthcoming appraisal period. 
A recommendation regarding pay will be considered by the Head Teacher who will refer it to the Local Governing Body, after which the outcome must be confirmed with the member of staff. 

7.Ongoing review of performance 

The level and nature of ongoing assessment required will be confirmed within the appraisal meeting and statement. It will be carried out in a supportive fashion and reflect the performance and development needs of the individual. Any feedback on performance will be given promptly and highlight particular areas of strength as well as any areas that need attention and will determine any appropriate action required. The Head Teacher and SLT have a duty to monitor standards of teaching and learning and the ongoing process will be reflected in the culture of the school. 

Observation 

Observations of classroom and leadership practice is important, both as a way of assessing performance in order to identify any particular strengths and areas for development, and of gaining useful information which can inform school improvement more generally. All observations will be carried out in a supportive fashion.
Employees’ performance will be regularly observed but the amount and type of classroom observation will depend on the individual circumstances of the member of staff and the overall needs of the school. This will be up to three hours but may be increased if there are concerns about performance (see 10 below).
Classroom observation will be also be carried out. In addition to formal observation, the Head Teacher 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. The length and frequency of ‘drop in’ observations will vary depending on specific circumstances. Teachers (including the Head Teacher) and other members of staff  who have responsibilities outside the classroom, should also expect to have their performance of those responsibilities observed and assessed. 
Other means of assessing performance may include (but are not limited to): 
· Planning and work scrutiny; 
· Termly meeting with appraiser; 
· Mid-cycle review meeting with appraiser; 
· Observation / scrutiny of leadership and management activities where appropriate; 
· Other feedback obtained during the cycle relevant to the employees overall performance; 
· Focussed and moderated work with specific groups; 
· Learning walks; 
· Student behaviour and their management; 
· Quality of learning environment; 
· Lesson plans;
· Attainment and progress data;
· Book scrutiny.



8.Feedback

Employees will receive constructive feedback on their performance throughout the year and as soon as practicable after observation has taken place or other evidence has come to light. Feedback will include discussion with the member of staff and  will highlight particular areas of strength, as well as any areas that need attention and will determine any appropriate action required. 
9.Pay Progression 
Where Teachers are eligible for pay progression, the recommendation made by the appraiser will be based on the assessment of their performance against the agreed objectives. 
10.Transition to Capability 
Where there are concerns about an employee’s performance, the employee’s progress will continue to be monitored as part of the performance management process and a reasonable time given for the employee’s performance to improve. During this period the employee will be given clear target(s), regular feedback on progress and appropriate support will be provided. At the end of that specified period, progress against those target(s) would be assessed, which could lead to an extension of the period or to an invitation to a transition meeting (the meeting to set up the informal stage of the capability process), which will be confirmed in writing.
If, on review, the required improvement has been made, the employee will be informed of this. 
10.Confidentiality and Quality Assurance 
The performance management and capability processes will be treated with confidentiality. However, the desire for confidentiality does not override the need for the Head Teacher to quality assure the operation and effectiveness of the appraisal system. 
11.Monitoring and Evaluation 
The Local Governing Body will monitor the operation and outcomes of performance management arrangements. 
12. Linked Policies

This policy should be read in conjunction with the Capability Policy, Disciplinary Policy, Teaching and Learning Policy, Feedback and Marking Policy, Assessment Policy, and Behaviour Policy.
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APPENDIX 2:  Teacher Performance Management Proforma
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Personal and professional conduct
Teaching assistants should uphold public trust in the education profession by:

«Having proper and professional regard for the ethos, policies and practices of the
school in whichthey work as professional members of staff.

« Demonstrating positive attitudes, values and behaviours to develop and sustain effective
relationships with the school community.

« Having regard for the need to safeguard pupils’ well-being by following relevant statutory
guidance along with school policies and practice.

« Upholding values consistent with those required from teachers by respecting individual
differences and cultural diversity.

« Comitting to improve their own practice through self-evaluation and awareness

Knowledge and understanding
Teaching assistants are expected to:

« Share responsibility for ensuring that their own knowledge and understanding is
relevantand up to date by reflecting on their own practice, liaising with schoolleaders, and
identiying relevant professional development to improve personal effectiveness.

+ Take opportunities to acquire the appropriate skills, qualifications, andlor experience
reqired for the teaching assistant role, with support from the schoollemployer.

+ Demonstrate expertise and skills in understanding the needs of all pupils (including
specialist expertise as appropriate) and know how to contribute effectively to the adaptation
and delivery of support to meet individual needs.

+ Demonstrate a level of subject and curriculum knowledge relevant to their role and apply
this effectively in Supporting teachers and pupis.

* Understand their roles and responsibilities within the classroom and whole school

Teaching and learning
Teaching assistants are expected to:

« Demonstrate an informed and efficient approach to teaching and learning by adopting
relevant strategies to support the work of the teacher and increase achievement of all pupils
including, where appropriate, thosewith special educational needs and disabiltes.

« Promote, supportand facilitate inclusion by encouraging participation of all pupis in
leaming and extracurricuiar activites.

« Use effective behaviour management strategies consistently in ine with the schools
policy and procedures.

« Contribute toeffective assessment and planning by supporting the monitoring, recording
‘and reporting of pupil performance and progress as appropriate to the level of the role.

+ Communicate effectively and sensitivelywith pupils 1o adapt to their needs and support
their learing.

« Maintain a stimulating and safe learning environment by organising and managing
physical teaching space and resources,

Worl

g with others

Teaching assistants are expected to:

« Recognise and respect the role and contribution of other professionals, parents and
carers by kaising effectvely and working in partnership with them.

= With the class teacher, keep other professionals accurately informed of performance
‘and progress or concerns they may have about the pupis they work vith,

« Understand their responsibilityto share knowledge o inform planning and decision
making.

« Understandtheir role n order 1o be able to work colaboratvely with classroom teachers and
other colleagues, inclucding specialt aduisory teachers

« Communicate their knowledge and understanding of puplls {0 other school staffand
educaion, health and social care professionals, 5o that informed decision making can take
place on intervention and provision
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[PREAVBLE

‘Teachers make the education of their pupils their first concern, and are accountable for achieving the highest possible standards in work and conduct. Teachers
act with honesty and integrity; have strong subject knowledge, keep their knowledge and skils as teachers up-to-date and are self-critcal forge positive

professional relationships; and work with parents in the best interests of their pupls

[PART ONE: TEACHING

Make accurate and productive use of assessment

Ateacher mus

[

Sethigh sxpectations whish intpie, motvata and Shallenge pupis |

establish a safe and stimulating environment for puplls, rooted in
mutual respect

set goals that sretch and challenge pupils of all backgrounds, abilties
and dispositions.

demonsirate consistently the posiive attitudes, values and behaviour
‘which are expected of pupils.

Promote good progress and outcomes by pupils.

be accountable for pupils attainment, progress and outcomes
be aware of pupils capabiliies and thair prior knowledge, and plan
teaching to buid on these

guide pupil {0 reflect on the progress they have made and their
emerging needs

Gamonstata knowledge and understanding of how pupi learn and
how this impacts on teaching

encourage pupils to take a responsible and conscientious atitude to
their own work and study.

Demonstrate good subject and curriculum knowledge

have a secure knowledge of the relevant subject(s) and curriculum
areas, fosler and maintain pupis'interest in the subject, and address
misunderstandings

demonstrate a critcal understanding of developments in the subject
‘and curiculum areas, and promote the value of scholarship
demonstrate an understanding of and take responsibily for
promoting high standards of teracy, artculacy and the correct use of
standard English, whatever the teacher's specialist subject
ifteaching early reading, demonsirate a clear understanding of
systematic synthetic phonics.

ifteaching early mathematics, demonsirate a clear understanding of
appropriate teaching strategies.

Plan and teach woll structured lessons.

= impart knowledge and develop understanding through ffective use
of lesson time

= promote a love of learning and children's intellectual curiosity

= set homework and plan other out-of-class aciviies to consolidate.
and extend the knowledge and understanding pupils have acquired

= reflect systematically on the effectiveness of lessons and approaches
toteaching

= contribute t the design and provision of an engaging curriculum
within the relevant subject area(s).

Adapt teaching to respond to the strengths and needs of all pupils.

= know when and how to diflerentiate appropriately, using approaches
which enable pupils to be taugh effectively

= have a secure understanding of how a range of factors can inhibit
puplls’ abilty to learn, and how best to overcome these

« demonstrate an awareness of the physical, social and intellectual
development of children, and know how to adapt teaching to support
puplls’ education at diferent stages of development

= have a clear understanding of the needs of all pupis, including those
with special educational needs; those of high abilty; those with
English as an additional language; those with disabilties; and b able
to use and evaluate distinctive teaching approaches to engage and
support them.

= know and understand how to assess the relevant subject and
curtculum areas, including statutory assessment requirements

« make use of formative and summative assessment to secure pupils”
progress

* use relevant data to monitor progress, set targets, and plan
subsequent lessons

= give pupils regular feedback, both orally and through accurate
marking, and encourage pupils o respond to the feedback.

Manage behaviour effectively to ensure a good and safe learning
onvironment

= have clear rules and routines for behaviour n classrooms, and take
responsibilty for promoting good and courteous behaviour both in
classrooms and around the school,in accordance with the school's
behaviour policy

= have high expectations of behaviour, and establish a framework for
discipline with a range of strategies, using praise, sanctions and
rewards consistently and fairly

« manage classes effectively, using approaches which are appropriate
0 pupis' needs in order to involve and motivate them

= maintain good relationships with pupils, exercise appropriate
authorty, and act decisively when necessary.

Fulfil wider professional responsibiliies.

= make a posilive contribution to the wider lfe and ethos of the school
= develop effective professional relationships with colleagues, knowing
how and when to draw on advice and specialist support
= deploy support staf effectively
take responsibity for improving teaching through appropriate
professional development, responding to advice and feedback from
colleagues
= communicate effectively with parents with regard to pupils’
achievements and well-being.

[PART TW0: PERSONAL AND PROFESSIONAL CONDUCT

Ateacher is expected to demonsirate consistently high standards of
personal and professional conduct The following statements define the
behaviour and atitudes which set the required standard for conduct

throughout a teacher’s career.

= Teachers uphold public trust n the profession and maintain high

standards of ethics and behaviour, within and outside school, by

o treating pupis with dignity, building relationships rooted in mutual
respect, and at alltimes observing proper boundaries appropriate:
to.a teacher's professional position

= having regard for the need to safeguard pupils’ well-being, in
accordance with statutory provisions.

o showing tolerance of and respect for the rights of others

o not undermining fundamental Bitsh values, including democracy,
the rule of law, individual liberty and mutual respect, and tolerance:
of those with different faths and bliefs.

 ensuring that personal belies are not expressed in Ways which
exploit pupils vulnerability or might lead them to break the law.

« Teachers must have proper and professional regard for the ethos,
policies and practices of the school in which they teach, and maintain
high standards in their own attendance and punctualty.

= Teachers must have an understanding of, and always act within, the
statutory frameworks which set out thelr professional duties and
responsibiltes.

‘The Teachers’ Standards can be found on the GOV.UK website: https://www.gov.uk/goverment/publicationsfteachers-standards
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