POLICY FOR PERFORMANCE MANAGEMENT

INTRODUCTION

This Performance Management Policy is introduced under the requirements of The School Government (Terms of Reference) (Amendment) (Wales) Regulations 2002 and The School Teacher Appraisal (Wales) Regulations 2002.

All teachers have been consulted in developing this policy and it applies to all teachers employed at this school.  The policy sets a framework for all teachers to plan their own professional development needs and to help raise standards of achievement for all our pupils.

AIMS AND INTENTIONS

Performance Management is a system of annual performance review which involves professional dialogue about aims and achievements between teachers and their team leaders and between headteachers and the Governing Body.

The Performance Management objectives are to:

· help the school to improve by supporting and improving the work of teachers within a set framework.

· demonstrate the school’s commitment to develop all teachers effectively to ensure job satisfaction and high levels of expertise.

· help teachers to meet the needs of children and raise standards of achievement.

· provide an opportunity within the school to recognise and celebrate success and to disseminate good practice.

It is intended that Performance Management should become part of the school’s culture and, as a systematic approach, be fair and open, offering all teachers the opportunity to achieve their potential.

ROLES AND RESPONSIBILITIES

Performance Management is a shared responsibility

The Governing Body

· agrees the school’s Performance Management policy. 

· ensures that the performance of teachers at the school is regularly reviewed and monitors the Performance Management process.  The Governing Body is not, however, involved in gathering evidence or making judgements about individual classroom teachers.

· reviews the headteacher’s performance with the support of the external adviser.

· decides on the exact review cycle and appoints a Performance Management Committee of two governors plus one to act as appeal governor, to carry out the performance review with the external adviser.

The Headteacher

· manages the implementation of the school’s Performance Management Policy and ensures that performance management reviews take place.

· acts as team leader and ensures that other team leaders carry out their responsibilities in discussing and agreeing objectives, providing regular and objective feedback, and ensuring adequate opportunities for training and development.

The External Adviser

· advises the Governing Body representatives on the setting of performance objectives for the headteacher and supports them in reviewing performance at the end of the cycle.

RESPONSIBILITY FOR REVIEWS

A Performance Management Committee of two governors will carry out the headteacher’s performance management review.  They will be supported by an external adviser provided by the local education authority.  A third governor will hear appeals.

The headteacher currently carries out teacher monitoring and reviews but following  the appointment of a deputy headteacher, both will act as team leaders, carrying out the reviews for teachers.  Staff will be consulted and teams agreed according to the team leaders’ professional knowledge, expertise and ability to make judgements and provide support.

THE PERFORMANCE MANAGEMENT CYCLE TIMETABLE

The performance management system will operate on a continuous one year cycle.  This will be directly linked to the annual review of the School Development Plan and the setting of targets.

The timetable for the year 2009 – 2010 will be as follows:

Objectives set for headteacher by



31st October 2009
Objectives set for teachers by




31st July 2010
Monitoring of headteacher’s performance


Termly

by PM Sub-committee 




Monitoring of teachers’ performance



Summer Term 2010

by HT & DHT






Team leaders and teachers will agree upon one occasion during the Autumn Term 2009 and one occasion during the Summer Term 2010 when classroom practice will be observed and progress towards achieving objectives monitored.



The content of Formal Reviews will be recorded on the Individual Monitoring Form.  Both quantitative and qualitative results in relation to pupil progress will be taken into account.  New objectives will be set and future professional activities discussed and will be recorded on the Individual Plan ready for inclusion at the start of the next cycle.  

The review process will inform school policies and the School Development Plan, and will affect financial management of both the school delegated budget and the BSF budget.  Training and development needs will be communicated to the LEA through the annual needs analysis submitted by 31st July 2010.

THE PERFORMANCE MANAGEMENT CYCLE

Performance Management is:

· set in the wider context of the school: teachers’ needs for professional development; teachers’ performance; the prior attainment of pupils.

· set against the background of:  the LEA Education Strategic Plan; central and local initiatives on improving teaching; the Action Plan from the last inspection.

· a continuous cycle involving self analysis, planning, monitoring performance, self evaluation and reviewing performance.

Self Analysis is a process used by teachers as a preparation for discussion aimed at agreeing specific objectives for the coming year.  The teacher should focus on both personal needs and on what will be needed to ensure that pupils make good progress.  The school Development Plan will provide important background as will any data information about the prior attainment of pupils.

Planning:  Objectives will be discussed, agreed and recorded.  Objectives should be challenging but realistic and take account of a person’s job description and existing skills and knowledge base.  The number of objectives will be between three and six, with key expectations and yardsticks picked out.  The range of objectives should match the nature of the job, including leadership and management areas as appropriate.  Where someone has a wide range of managerial duties, objectives might focus on specific areas of this work.

Objectives for teachers will relate to:

· developing and improving professional practice.  Leadership group staff and those with a management allowance will have objectives relating to their additional responsibilities.

· pupil progress.

· the school aims, ethos and plans for development.

    Objectives for the headteacher will relate to:

· school leadership and management.

· pupil progress.

· the school aims, ethos and plans for development.

    Objectives should be clearly and concisely written, measurable and should     

    focus on issues or matters over which the teacher has direct influence or 

    control.  Objectives should take into account the wider socio-economic, 

    cultural and other external influences on pupils and their prior attainment.

    If objectives cannot be jointly agreed, the appraiser will have the final   

    decision and will set and record the objectives.  The headteacher or teacher 

    may add comments to the written statement of objectives.

MONITORING PROGRESS

The school recognises that professional development opportunities and support may be needed for staff to achieve their agreed objectives.  This will be provided as necessary.

The headteacher, teacher and team leader help keep progress under review throughout the year.  Discussion takes place during the review period regarding progress made and any further action that may be necessary.

The review consists of:

· one classroom observation, which will have a clear focus and involve appropriate feedback.

· scrutiny of pupils’ work and progress.

· evaluation of the teacher’s contribution to whole school issues.

In planning a classroom observation, the following principles will be followed:

· Teachers will be informed in good time beforehand that the observation will take place.  The purpose of the observation will be discussed to ensure a clear understanding.

· The nature of the observation will depend on its purpose.

· Lessons should proceed in as normal an atmosphere as possible.  The observer ensures this.

· Full and constructive feedback will be given as soon as possible after the observation takes place.  The feedback should offer an opportunity to discuss what went well, and what might be done better or differently next time.  When giving feedback the team leader should take into account the range of activities carried out by the teacher and the time spent on each activity.

SELF EVALUATION

The teacher should consider his/her own performance in the round, at the end of the appraisal cycle.  It should cover:

· the teacher’s own assessment of his or her performance against the objectives set at the start of the cycle.

· the benefits of any training undertaken or feedback given and particulars of any training which the teacher considers would be beneficial.

· any factors which the teacher considers may have affected his or her performance against the set objectives.

The headteacher or teacher should complete the self evaluation form and give a copy to the appraiser at least five days before the performance review.  This form will be included with the written review statement.

REVIEWING PERFORMANCE

At the end of each performance management cycle, a review meeting will be held by the appraiser with the headteacher or the teacher.  In the case of the headteacher, the External Adviser will also be involved.  Ten days notice in writing will be given to inform the headteacher or teacher of the date of the review meeting.  The focus of the review should be on raising standards of performance and improving effectiveness, through the identification of professional development needs in particular.  Reviewing performance should involve:

· consideration of the headteacher’s or teacher’s self evaluation of performance throughout the performance management cycle.

· reviewing, discussing and confirming the headteacher’s and teacher’s essential tasks and objectives.

· recognising strengths and achievements, taking account of factors outside the teacher’s control.

· confirming action agreed at previous reviews.

· identifying areas for developed and establishing how these needs will be met.

The annual review meeting may also involve agreeing objectives for the following performance management cycle.

Within ten days of the review meeting the appraiser(s) will prepare a written review statement recording the main points made at the review and the conclusions reached.  A copy will be given to the headteacher or teacher.  The headteacher or teacher may, within ten days of receiving the statement, add to it comments in writing.

APPEALS

An appeal against a review statement must be made within ten school days of receiving the statement and must be made in writing to the governing body.  The appeals governor or officer will then conduct an appeals review.  The Governing Body will provide the appeals officer and any external adviser assisting the appeals officer with a copy of the review statement and the statement of objectives within five school days of receiving the notice of appeal.  For appeals by headteachers an external adviser who did not assist in relation to the appraisal must assist the appeals officer.  No governor who is a teacher or staff member may act as appeals officer.

The appeal review will be carried out within ten school days of the appeals officer receiving the review statement.

In conducting an appeal, any representations made by the headteacher or teacher must be taken into account.  After due consideration the appeals officer may:

· consider that the review has been carried out satisfactorily and may make observations.

· amend the review statement with the agreement of the appraiser.

· order that a new review be carried out.

The appeals officer may not determine that new objectives should be set or that existing objectives should be revised.

Any new review or part review ordered should be conducted within a further fifteen school days.  Where a new review or part review takes place new governors and a new external adviser are appointed for the headteacher’s review.  For teachers, the headteacher must appoint a new teacher to carry out the review.  If there is no suitable teacher available, the appeals officer must appoint a member of the governing body.  However, no governor who is a teacher or staff member can be involved in performance review.

CONFIDENTIALITY

The individual plan and the review statement are personal and confidential documents and should be kept in a secure place.  The principles and provisions of the data protection Act 1998 must be followed at all times by those who have access to the documents.

ACCESS TO OUTCOMES

There will only be two copies of the review statement – one held by the teacher and another held by the headteacher on a central file, to which the team leader or governors responsible for making decisions regarding pay could request access.  A copy of the headteacher’s review statement should go to the Chair of Governors.  The headteacher should ensure that individual training and development needs are reflected in the School Development Plan and the programme for professional development.

Information about performance reviews should be made available as listed below:

· the headteacher should provide a copy of the annex to the review statement (relating to training and development needs) to the person responsible for training and development at the school

· any appeals officer must be provided with a copy of the appraisal statement and the statement of objectives for the performance management cycle

· where a new team leader is (or new governors are) appointed other than at the start of the performance management cycle, they must be provided with a copy of the current statement of objectives

· on request to any governors responsible for advising about, or taking decisions in relation to, the promotion of school teachers or the use of any discretion in relation to pay

· the local education authority can request from the chair of governors a summary of the performance assessment section of the headteacher’s review statement

The headteacher should keep review statements for at least three years.  The governing body should keep the headteacher’s review statements for at least three years.

RELATIONSHIP BETWEEN PERFORMANCE MANAGEMENT AND DISCIPLINARY OR CAPABILITY PROCESSES

Good performance management systems, with clear expectations and appropriate support, will go a long way towards identifying and handling weaknesses in performance.

The performance management procedures, including the review meeting and review statement, must not form part of any formal disciplinary or capability procedures.

However, relevant information from review statements may be taken into account by those responsible for making decisions about the promotion, dismissal or discipline of teachers or the use of any discretion in relation to pay.

RELATIONSHIP BETWEEN PERFORMANCE MANAGEMENT AND OTHER POLICIES

Aspects of pay progression decisions by relevant bodies for all teachers should be based on information about a teacher’s performance.  Information from the performance review statement can be used to inform these.

· Up to the Threshold – teachers can expect an annual increment if they are performing satisfactorily. Double increments for exceptional performance would need to be justified and evidence from reviews can be used to support these decisions.

· Threshold – teachers who want to move to the upper pay spine should fill out the application form provided by the Department of Education and Skills.  Evidence from reviews can be used to inform applications by teachers and assessment by headteachers.

· Performance pay points above the threshold, Advanced Skills Teachers and teachers in the leadership group – performance reviews can form part of the evidence which schools can use to make decisions about awarding performance pay points to eligible teachers.

EVALUATION OF THE POLICY

The headteacher will provide an annual report to the Governing Body on the operation of performance management in the school, including the effectiveness of the performance management procedures in the school, and the training and development needs of teachers and the headteacher.

The Governing Body shall review the Performance management policy every school year and, if they consider it necessary, amend it.  Before amending the Performance Management Policy, the Governing Body will ensure that all teachers at the school are consulted.

As a school committed to ensuring continued improvement, the governing body and the headteacher will check that:

· effective, realistic and challenging objectives are set.

· all reviews are completed on time.

· the assessment of performance is consistently applied in the school.

The policy will be evaluated in its effectiveness in helping to improve standards of teaching and learning.
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