PERFORMANCE MANAGEMENT POLICY
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Introduction

At Grand Avenue we welcome Performance Management as a process to support the development of all staff to improve teaching and learning, therefore to raise standards.
We will implement our performance management arrangements on the basis of;
· Fairness. Being aware of unconscious discrimination and to avoid assumptions about individuals

· Equal opportunity. All staff to be supported and encouraged to achieve their potential through agreeing objectives, undertaking development and having performance assessed.

· Openness. The clarity of the system and individual roles and responsibilities.

Purpose

This policy sets out a clear framework for a consistent assessment of the overall performance of all staff, and for supporting their developmental needs within the context of the school development plan and their own professional needs.

The policy applies to all staff employed by the school, except those on contracts of less than one term, those undergoing NQT Induction and those who are the subject of capability procedures.

The assessment of a teacher’s performance through the performance management cycle may be used to make recommendations regarding pay progression.

The Performance Management Cycle - An Overview
The Performance of teachers will be reviewed on an annual basis. The cycle will run from September to July each year. The cycle begins in the Autumn Term with a review of the previous year; a planning statement is prepared with objectives agreed.  Evidence of the teacher’s performance is gathered (Including observation) throughout the year. A meeting between the team leader and member of staff is then held during the summer term when progress towards objectives is discussed and a final performance review statement created. 
Teachers on a fixed term contract of less than one year will have their performance management cycle determined by the length of their contract.

The Governing Body has a strategic role in agreeing the school’s performance management policy, ensuring that performance of staff at Grand Avenue is regularly reviewed and for monitoring the Performance Management process. 

The Headteacher is responsible for implementing the Performance Management Policy and ensuring that performance management reviews take place within an annual cycle. 

See Appendix A for further details of the cycle.
Appointment of Reviewers for Teachers

Each member of staff will be assigned a trained team leader to undertake the Performance Management process. The maximum number of reviews any reviewer will be expected to undertake per cycle is 4.

If a teacher feels that the person assigned as their reviewer is unsuitable, for professional reasons, then they may submit a written request to the headteacher for the reviewer to be replaced, stating reasons.

If a reviewer is/will be absent for the majority of the cycle or is unsuitable for professional reasons, the Headteacher may undertake the review or delegate this responsibility to another teacher.

A performance management cycle will not begin again in the event of a reviewer being changed. 

Should a teacher join the school partway through a cycle the Headteacher* shall determine the length of the cycle aiming to bring this cycle in line with the rest of the school as soon as possible. Should a teacher transfer to another post within the school part way through a cycle the Headteacher shall determine whether the cycle should begin again and whether to change the reviewer.

* In the case where the teacher is the Headteacher, the Governing Body will make these decisions.  

Consistency and Fairness

The Governing Body is committed to ensuring consistency of treatment and fairness in the operation of performance management. To ensure this the following provisions are made:

The Headteacher will-

· Delegate the reviewer role for some of the teachers

· Moderate some of the Performance Management planning and review statements to ensure compliance with the policy

The Governing Body will-

· Nominate two Governors (who will not be involved in the Headteacher’s performance Management) to ensure that the Headteacher’s planning statement is consistent with the school’s improvement priorities and complies with the policy
Appeals

At specified points in the Performance Management process teachers and Headteachers have a right of appeal against any of the entries in their planning and review statements.
Within 10 working days of receiving documentation:

· Staff can record their dissatisfaction with aspects of the statements recorded.  Where these cannot be resolved with the team leader they can raise their concerns with the Head.  Where the Headteacher is the team leader the teacher can raise the issue with the Chair of Governors.

· With regards to the Headteacher, dissatisfaction may be recorded on the review statement.  Where these cannot be resolved with the appointed governors, concerns may be raised with the Chair of Governors.  Where the Chair of Governors has been involved in the review process, the Governing Body should appoint a panel of three governors who have not participated in the Headteacher’s review, to act as review officers.  No governor who is a teacher or staff member will be involved in the performance review.

The review officer will investigate the complaint and take account of comments made by the staff member.  The review officer should conduct the review of the complaint within 10 working days of referral. S/he may decide that the review should remain unchanged or may add observations of his/her own.

The review officer may decide, with the agreement of the person responsible for carrying out the initial review, or in the Headteacher’s case all the appointed governors, to amend the statements or declare that the statements are void and order the process to be repeated.  Where a new review is ordered, new governors will be appointed to carry out the review of the Headteacher.  For other staff members, the Headteacher will appoint a new team leader.

Any new objectives, review, or part review, should be conducted within a further 15 working days.
Confidentiality 

The whole Performance Management process and the statements generated will be treated with strict confidentiality at all times. The principles and provisions of the Data Protection Act 1998 will be followed at all times. Only the member of staff’s line manager will be provided with access to documentation, on request, where this is necessary to enable the line manager to discharge his/her responsibilities.

Members of staff will be informed as to who has requested and who has been granted access to information.

Managing Weak Performance

The Performance Management process may identify serious deficiencies in an individual’s performance.  Where this occurs, Performance Management cycle for that individual will be reviewed, interim targets may be renegotiated and appropriate support for the individual be put in place. Should it be deemed necessary by the Headteacher the formal capability procedure adopted by the Governing Body will be used. For support staff procedures set out in the Pay and Rewards Document will be followed.

However, relevant information from review statements may be taken into account by those who have access to them in making decisions and in advising those responsible for taking decisions, or making recommendations about performance, pay, promotion, dismissal or disciplinary matters.

Links between pay, career stages and Performance Management (Teaching staff).
· Induction – the final meeting of the induction period can be used to agree objectives and professional development opportunities as the first stage of the staff’s subsequent Performance Management cycle.

· Up to the Threshold - teachers can expect an annual increment if their performance is satisfactory.  Double increments for exceptional performance would need to be justified by review outcomes.

· Staff Development Interviews will be held at least annually with Senior teachers and will also contribute to the teacher’s continuing professional development and to the Performance Management process.

· Threshold - teachers who want to move to the upper pay spine should fill out the application form provided by the DfES. Teachers are required to provide written evidence to support their application. This can be taken from the past two years Performance management reviews. Evidence from reviews will be used to inform applications by teachers and assessment by heads. 

· Access to Upper Pay Spine 2 will be agreed following the submission of the relevant form completed to an appropriate standard.

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

Where review statements are used to inform decisions about performance, pay, promotion, to preserve confidentiality and to avoid proliferation of copies of the review statements, they will be tabled at the relevant meeting for reference and collected at its conclusion.  

Training and Support
The school’s CPD Co-ordinator will be informed by the training and development needs identified on a reviewee’s review statement. The Governing Body will endeavour, during budget setting procedures to ensure that appropriate resources are made available to the school for training and support agreed for reviewees. This will be undertaken within the context of the strategic development of school.
An account of the training and development needs of teachers (in general) will form part of the Headteacher’s annual report to Governors about the operation of Performance management of the school. This will include instances where it did not prove possible to provide any agreed CPD.

With regard to the provision of CPD in the case of a limited budget, a decision on relative priority will be taken. This will include the extent to which the CPD is

· essential for a reviewee to meet their objectives

· needed to help the school achieve its priorities

Teachers will not be held accountable for failing to meet targets should planed CPD or support not been provided.

Professional Profiles.

Staff are advised to maintain a Professional Profile using the information to help record their continuing development. These profiles should encompass a range of information including;
· Career entry profiles

· Pupil targets and achievements.

· Feedback from classroom observations.

· Feedback from scrutiny of work.

· Comments from parents.

· Recognition of contribution to Borough or School based INSET.

Appointment of Reviewers for the Headteacher

The Governing Body will be the reviewer for the Headteacher. This responsibility is discharged to three named Governors. Where the Headteacher is of the opinion that any of the Governors appointed to undertake this responsibility are unsuitable for professional reasons, a written request to replace a Governor (stating reasons) may be submitted to the Governing Body.
Appointment of School Improvement Partner

Royal Borough Kingston Local Authority has appointed a School Improvement Partner for the school, who will provide the Governing Body with support and advice in relation to the management and review of the performance of the Headteacher.
Retention of Statements

Performance management planning and review statements will be retained for a minimum period of six years.

Monitoring and Evaluation

The Headteacher will provide the Governing Body with a written report on the operation of the Performance Management policy annually. The report will not contain any information which would enable any individual to be identified. The report will include;

· The operation of the Performance Management Policy

· The effectiveness of the Performance Management procedures

· Teachers’ training and development needs

· Any appeals or representations on an individual or collective basis regarding any aspect of the performance management procedures

The Governing Body is committed to ensuring that the Performance Management process is fair and non-discriminatory. 

Review of Policy
The Governing Body will review the Performance Management Policy every year during the Autumn term.

APPENDIX A
The Three Stages of Performance Management Cycle
· Stage 1 – Planning

Each staff member will discuss and agree three objectives with the team leader who will record these on the planning record.  The objectives will cover pupil progress as well as ways of developing and improving the individual’s professional practice. Up to two of these objectives may form part of overall whole school objectives as agreed by the Senior Leadership Team. The range of objectives will match the nature of the job, including leadership, management areas and/or learning as appropriate. Where a member of staff has a wide range of leadership duties, objectives might focus on specific areas of this work.

The team leader will record the objectives which will apply for the review period.  These will be jointly agreed if possible.  If there are any differences of opinion about the objectives, the teacher may add comments to the written record of objectives recorded by the team leader. The team leader and member of staff will agree the objectives. Where a joint determination cannot be made the team leader will make the determination.

Objectives set will be -

· Rigorous, challenging and achievable.

· time-bound 

· Fair and equitable in relation to teachers with similar responsibilities and experience.

The objectives will have regard to what can be reasonably expected of any teacher in that position given the desirability of the member of staff being able to achieve a satisfactory balance between the times required discharging professional duties and time to pursue personal interests outside work.

It is acknowledged here that Performance Management objectives cannot cover the full range of a teacher’s responsibilities. Therefore, at review stage, it will be assumed that responsibilities not covered by the objectives will have been carried out satisfactorily. 

Stage 2 – Monitoring Progress

The team leader will undertake classroom observation sufficient to make an informed judgment. Classroom observations will be limited to a period of no more than 3hours per teacher within the review cycle for the purposes of Performance Management.  
The observation will have a specific focus and will be at a time agreed by the staff member. 

Those involved will 

· Carry out the role with professionalism integrity and courtesy. 

· Evaluate objectively

· Report accurately and fairly

· Respect the confidentiality of the information gained

· Contribute to professional dialogue

In exceptional circumstances, where an OFSTED report declares the school either to be in need of special measures or suffering from serious weaknesses, or in the case of an individual staff member becoming subject to capability procedures, additional observations may be necessary.

The individual will be consulted by the team leader about the lessons to be observed.  The teacher should be informed in good time. Observations undertaken by the head or other members of the leadership team may also be used by the teacher to further assist the process. If the team leader requires further information, written or oral, relevant to the teacher’s performance from other people, the teacher will be consulted before the information is sought.
· Stage 3 – Reviewing Performance

There will be review meeting between the staff member and the team leader.  This will be a constructive dialogue.  Recorded objectives will be used as a focus to discuss achievements and to identify any new developmental needs, including the proposed action, resources available within the school budget, and the support to be provided.
A written review statement will be prepared by the team leader at the review meeting recording the main points made and the conclusions reached including:

· Identified professional development needs

· Recommended strategies for meeting those identified needs.

· Other developmental issues including those relating to retention and recruitment.

· The job description may also be reviewed at this time, in conjunction with the Headteacher 

· Progress towards objectives set at the beginning of the cycle.

· The staff member’s wider contribution to the school
If it is not possible to complete the statement at the meeting it will be prepared by the team leader within 10 working days of the meeting.  The teacher will be provided with a copy of the review statement and may, within 10 working days of first having access to the copy, add to it comments in writing. 

There will only be two copies of the review statement – one held by the individual staff member and another by the headteacher on a central file, to which the team leader responsible for the individual’s review can request access.

The training implications will be forwarded to the CPD co-ordinator.
APPENDIX BTA
