Performance Management (Appraisal) Policy
Aide Memoire

· In the first half term of the academic year every teacher will have a PM/Appraisal review meeting with an appropriate line manager.
· All senior and middle managers will have their reviews first, and these need to be completed by Friday 5th October.
· Staff eligible for pay progression or threshold assessment should have their reviews completed at the earliest opportunity.  All paperwork relating to these staff needs to have been submitted by 12th October.  This is to allow for ample time for a decision to be made about their progression before the 31 October.   A delay in this process will cause a delay in reaching and communicating a decision for that member of staff.  It is the responsibility of the line or performance manager to ensure this does not happen.   A list of staff eligible for pay progression will be provided to line and performance managers.
· All other staff should have their reviews completed by 26 October 2012.
· Prior to any performance review meeting, the teacher completes the Self Review Form.

· During the review the teacher together with the line manager assesses the progress made with the objectives from the previous year and then sets a minimum of three objectives for the year ahead. At least one of these objectives must be ‘student progress’ and the others related to the SDP or the PADP/CADP. Curriculum Leaders and Subject Leaders will set overall ‘student progress’ objectives for their subject NOT for their own individual classes.  SLT members will set targets relating to their whole school responsibilities.  Should any objectives become redundant during the course of the year, a new objective can be agreed providing there is sufficient time left to meet it and the Head Teacher and appropriate line managers are given a copy.

· The student progress objective is to be focussed on Y11 classes as a priority. Use Y13, then Y12, then Y9 if you do not have a Y11 class. Our aim is that all Y11 classes are targeted through our PM/Appraisal systems. All data required for each year group can be found on the website/dropbox.

· All curriculum leaders will have a Progress and Attainment target set for them.  They will then have to judge where the targets for individual staff in their Curriculum Area in collaboration with their Principal Line Leader.  Staff carrying out PM reviews outside their own Curriculum Area should liaise with the appropriate Curriculum or Subject Leader.

· Middle and Senior Leaders should also include a target that involves their leadership and management of other people and which impacts on the Whole School, Pastoral or Curriculum Area they lead.

· Other teaching staff should set targets which contribute to the CADP, PADP or SDP of the areas(s) they work in.

· Here are some potential areas to help staff form their other PM targets, outside the Pupil Progress target.  The list is not exhaustive but it gives examples which are linked to  the school's priorities and SDP.

- Use of Assessment in Support of Learning.
- Developing and embedding Assessment for Learning.
- Promoting talk and group work in learning.

- Higher order questioning.
- Enhancing the progress and attainment of boys.
- Development of Literacy across the Curriculum.
- Development of Numeracy across the Curriculum.
- Developing provision for G&T students.
- Developing leadership capacity across the school.
- Creative Learning across the curriculum.
- Application of techniques from the Arts across the curriculum.
- Development of compelling scoreboards and Personal Learning Checklists.
· The self-review must be discussed as part of the review of the previous year.
· It is really important to pinpoint the training needs (on the Planning Record) and the impact of professional development (on the self-review) as part of this process.
· Evidence should be kept if appropriate, in the teacher’s Individual Development Portfolio (IDP) - this should be taken to the review meeting.

· The teacher will be observed and graded in the classroom at least once during the year. The PM observation should take place during the autumn term.
· An interim review meeting will take place in the spring term where the line manager will monitor the teacher’s progress towards the agreed objectives. This will also provide an opportunity for any relevant concerns to be shared between reviewer and reviewee.

· When a teacher has requested that their PM review is linked to pay, the following needs to have happened in order for the pay increase to be recommended to the governing body:

1. Two successive, annual performance reviews have taken place with all objectives met.

2. A self-review has been carried out and is attached to the review. These will be filed separately for a ‘CPD needs’ audit to be carried out.

3. Supporting evidence is available and/or has been seen by the reviewer.
4. If concerns have been highlighted about other aspects of the teacher’s role(s) during the course of the year; evidence will need to be provided to demonstrate that these have been addressed.
· After the review meeting, the teacher, the line manager(s), the Deputy Head in charge of Performance Management/Appraisal and the Head Teacher’s PA must have a copy of:

1. The review statement for the previous year

2. The self-review form for the previous year

3. The planning record for the year ahead- these are moderated and amendments may need to be made.
Finally,

· The targets on performance reviews will be moderated, and if they are insufficiently robust then they will be returned for them to be reviewed and changed.  The onus is on the reviewer and the reviewee to make sure that all three targets are sufficiently challenging, and that they are specific, measurable, achievable, relevant and time delimited.  There needs to be a link between the development of the individual member of staff, and the global goals for the whole school community.
· It is the responsibility of the person undergoing the review to present all the evidence they believe will support their review, and if considering a pay-related review, the evidence that will support their assessment against post-threshold, AST or Leadership Spine standards.

· It is the responsibility of the performance reviewer to ensure that they consider the evidence presented to them carefully and to support the identification of strengths and areas for development and the support/training required to realise them.  It is their role to determine how far they believe a reviewee has made good progress towards meeting his/her objectives.

· Importantly decisions about whether a reviewee has met post-threshold standards, or if they progress on the Upper Pay Spine, are made by the Head Teacher and not the person carrying out the performance review.  

If you have any questions or queries please let me know,

Best wishes

Douglas

