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The Governing Body of BOA adopted this performance management policy on 1st September 2008.

APPLICATION OF THE POLICY

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

PURPOSE

We are a learning academy with a commitment to reviewing the performance of all who work in this community. This policy sets out the framework for a clear and consistent assessment of the overall performance of staff and the Principal and for supporting their development needs within the context of the academy’s improvement plan and their own professional needs.  Where staff are eligible for pay progression, the assessment of performance throughout the cycle, against the performance criteria, specified in the statement, will be the basis on which the recommendation is made by the reviewer.

A positive review process values the contribution made by all staff and sets targets linked to the School Improvement Plan.  This policy should be read in conjunction with the academy’s pay policy which provides details of the arrangements relating to staff pay in accordance with the School Teacher’s Pay and Conditions Document and Local Government guidelines for support staff.

STANDARDS

1
To comply with the requirement to show how the arrangements for performance management link with those for academy improvement, self-evaluation and academy development planning and to minimise workload and bureaucracy the performance management process will be the main source of information as appropriate for academy self-evaluation and the wider academy improvement process.
2
To ensure that the academy improvement and development plan and the academy’s self-evaluation form are key documents in the performance management process.
3
To expect all reviewers to explore the links between reviewees’ targets and the academy’s priorities and plans.  The targets should also reflect reviewees’ professional aspirations.

4
To ensure consistency of treatment and fairness in the operation of performance management.

5
To ensure the following provisions are made in relation to moderation, quality assurance and objective setting:

Quality Assurance
a) The Principal will delegate the reviewer’s role for all staff for whom he/she is not line manager.  (See Appendix 4 Line Management Diagram).  Where staff appeal to the Principal against the chosen reviewer, the Principal will designate the reviewer’s line manager (in SLT) as the 2nd choice, which is final.

b) The Principal will moderate a sample of planning statements to check that the plans recorded in the statements of teachers at the academy 

· are consistent between those who have similar experience and similar levels of responsibility

· comply with the academy’s performance management policy, the regulations and the requirements of equality legislation (with the help of a designated member of SLT, if necessary.)
c)
The Governing Body will nominate up to 3 governors who will not be involved in the Principal’s performance management or any appeal regarding the Principal’s performance management to ensure that the Principal’s planning statement is consistent with the academy’s improvement priorities and complies with the academy’s performance management policy and the Regulations.
6
To set 
targets which will be rigorous, challenging, achievable, time-bound, fair and equitable in relation to teachers with similar roles / responsibilities and experience, and will have regard to what can reasonably be expected of any member of staff, with regard to work-life balance, staff aspirations and relevant pay progression criteria, as well as improving students progress.

THE PROCESS – PLANNING
The reviewer and reviewee will seek to agree the objectives but where a joint determination cannot be made the reviewer will make the determination.  Where possible team or school targets will be used to improve consistency and teamwork.

All staff, including the Principal, will have no more than 3 objectives.

All teachers, including the Principal, will have a whole academy target where appropriate.
All SLT, including the Principal, will have a team objective, as appropriate.

Though performance management is an assessment of overall performance of staff and the Principal, targets cannot cover the full range of teacher’s roles / responsibilities.  However, the planning and review meetings must make reference to the reviewee’s job description and objectives must fall within their remit.  Targets will, therefore, focus on the priorities for an individual for the cycle.  At the review stage it will be assumed that those aspects of staff roles / responsibilities not covered by the targets or any amendment to the statement which may have been necessary in accordance with the provisions of the regulations have been carried out satisfactorily.  The new standards for teachers are central to performance at all times.

As part of the planning stage there should be an opportunity for the reviewee to discuss professional aspirations if he/she wishes.

REVIEWING PROGRESS
At the end of the cycle, assessment of performance against targets will be on the basis of the performance criteria set at the beginning of the cycle.  Good progress towards the achievement of a challenging target, even if the performance criteria have not been met in full, will be assessed favourably.

The performance management cycle is annual, but on occasions it may be appropriate to set objectives that will cover a period over more than one cycle.  In such cases, the basis on which the progress being made towards meeting the performance criteria for the objective will be assessed at the end of the first cycle and will be recorded in the planning and review statement at the beginning of the first cycle.

APPEALS

At the planning and review stage in the performance management process staff and the Principal have a right of appeal against any of the entries in their planning and review statements.  In the first instance the appeal would be to the Principal.  Where a reviewee wishes to appeal on the basis of more than one entry this would constitute one appeal hearing.

Details of the appeals process are covered in the academy’s pay policy, page 5, appeals process.

CONFIDENTIALITY

The whole performance management process and the statements generated under it, in particular, will be treated with strict confidentiality at all times.  Only the reviewee’s line manager or, where he/she has more than one, each of his/her  line managers will be provided with access to the plan marked in  his/her statement, upon request, where this is necessary to enable the line manager to discharge his/her line management responsibilities.  Reviewees will be told who has requested and has been granted access.
Details of staff development needs will be passed to the SLT member with responsibility for this, by the reviewer.

TRAINING AND SUPPORT

All reviewers will receive appropriate training for their role in September of each year.  The academy’s CPD programme will be informed by the training and development needs identified in the training annex of the reviewees’ planning and review statements.  These will be linked to the School Improvement Plan.
The governing body will ensure in the budget planning that, as far as possible, appropriate resources are made available in the academy budget for any training and support agreed for reviewees.

An account of the training and development needs of teachers in general, including the instances where it did not prove possible to provide any agreed CPD, will form a part of the Principal’s annual report to the governing body about the operation of the performance management in the academy.

With regard to the provision of CPD in the case of competing demands on the academy budget, a decision on relative priority will be taken with regard to the extent to which (a) the CPD identified is essential for a reviewee to meet their objectives and (b) the extent to which the training and support will help the academy to achieve its priorities.  The academy’s priorities will have precedence.  Staff should not be held accountable for failing to make good progress towards meeting their performance criteria where the support recorded in the planning statement has not been provided.  Individual staff are responsible for pursuing their own CPD needs.
APPOINTMENT OF REVIEWERS FOR THE PRINCIPAL
Appointment of Governors

In this school the Governing Body is the reviewer for the Principal and to discharge this responsibility on its behalf will appoint 2 or 3 governors.

Where a Principal is of the opinion that any of the governors appointed by the governing body under this regulation is unsuitable for professional reasons, he/she may submit a written request to the governing body for that governor to be replaced, stating those reasons.

The Local Authority has appointed a School Improvement Partner for the academy, who will provide the Governing Body with advice and support in relation to the management and review of the performance of the Principal, and be part of the planning and review panel for the Principal.

The Principal will be the reviewer for those staff he/she directly line manages and will delegate the role of reviewer, in its entirety, to the relevant line managers for all other staff.

The maximum number of reviews that any line manager will be expected to undertake per cycle is 6.

Where staff have more than one line manager the Principal will determine which line manager will be best placed to manage and review the teacher’s performance.  Details of performance management will be produced in Appendix 4 each year.

Where staff are of the opinion that the person to whom the Principal has delegated the reviewer’s duties is unsuitable for professional reasons, he/she may submit a written request to the Principal for that reviewer to be replaced, stating those reasons.  The decision is at the discretion of the head and governing body.

Where it becomes apparent that the reviewer will be absent for the majority of the cycle or is unsuitable for professional reasons the Principal may perform the duties him/her self or delegate them in their entirety to other staff.  Where the reviewer is not the reviewee’s line manager, he/she will need to have an equivalent or higher status in the staffing structure as the original line manager.
A performance management cycle will not begin again in the event of the reviewer being changed.

THE PERFORMANCE MANAGEMENT CYCLE

The performance of teachers must be reviewed on an annual basis.  Performance planning and reviews must be completed for all teachers by 31st October and for head teachers by 31 December.

The performance management cycle in this academy, therefore, will run from October to September for the Principal and staff.
Staff who are employed on a fixed term contract of less than one year, will have their performance managed in accordance with the principles underpinning the provisions of this policy.  The length of the cycle will be determined by the duration of their contract.

Where staff start their employment at the school part-way through a cycle, the Principal or, in the case where the teacher is the Principal, the governing body shall determine the length of the first cycle for that teacher, with a view to bringing his/her cycle into line with the cycle for other teachers at the academy as soon as possible.

Where a teacher transfers to a new post within the academy part-way through a cycle, the Principal or, in the case where the teacher is the Principal, the governing body shall determine whether the cycle shall begin again and whether to change the reviewer.

RETENTION OF STATEMENTS

Performance management planning and review statements will be retained for a minimum period of 6 years.  These must remain confidential during this time and during disposal.  Review statement and recommendations will be used by the head teacher to inform the pay scales for the post Threshold / Leadership group / ASTs and promotion to the TLR posts.
MONITORING AND EVALUATION

The governing body will monitor the operation and outcomes of performance management arrangements.

The Principal will provide the governing body with a written report on the operation of the academy’s 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 academy’s performance management procedures

· staff training and development needs

The Governing Body is committed to ensuring that the performance management process is fair and non-discriminatory and the following monitoring data should be included in the Principal’s report because they represent the possible grounds for unlawful discrimination:

· Race

· Sex

· Sexual orientation

· Disability

· Religion and belief

· Age

· Part-time contracts

· Trade union membership

The Principal will also report on whether there have been any appeals or representations on an individual or collective basis on the grounds of alleged discrimination under any of the categories above.
REVIEW OF THE POLICY

The Governing Body will review the performance management policy every academic year.  
The Governing Body will take account of the Principal’s report in its review of the performance management policy.  The policy will be revised as required to introduce any changes in regulation and statutory guidance to ensure that it is always up to date.
The Governing Body will seek to agree any revisions to the policy with the recognised trade unions having regard to the results of the consultation with all teachers.

To ensure teachers are fully conversant with the performance management arrangements, all new staff who join the academy will be briefed on them as part of the Induction to the academy.

ACCESS TO DOCUMENTATION
Copies of the School Improvement Plan and SEF are published in the staff handbook, along side the annual action plan.
CLASSROOM OBSERVATION PROTOCOL

All classroom observations will be undertaken in accordance with the performance management regulations and the classroom observation protocol that is appended to this policy in Appendix 5.

PLANNING RECORD







Appendix 1.1
Member of Staff:________________________  Team Leader:____________

Date of Meeting:__________________________________________

	Objectives: (Limited to SIP and standards)




1.

2.

3.

	Development and Training Needs (Link to SIP and standards)



	Resources to support the objectives




Success Criteria (Linked to SIP and standards)

1.

2.

3.

(All teachers should be meeting CORE or THRESHOLD Standards)

Appendix 1.1 continued
	Notes on Work-Life Balance discussion




	Comments from member of staff





Copies to:

Team Leader, Job-Holder, Staff Development Officer, Principal (within 5 days of planning meeting.)
CLASSROOM OBSERVATION







Appendix 1.2
Date of observation: 





Class observed: 




	Teacher: 








	Strength
	Satisfactory
	Further development

	
	(
	(
	(

	Lesson preparation and planning (in a lesson plan)
· The lesson was part of a sequence in a planned programme

· The lesson was appropriately structured in 4 parts:-

· An effective starter was used which engaged students

· The teacher introduced/modelled the main learning activity

· A main learning activity with clear objectives was developed

· A plenary activity tested learning and outlined next steps

· Adequate and suitable resources were available.

· The material was differentiated as appropriate for G & T/SEN.


	
	
	

	1. Subject Knowledge

· The teacher displayed a good command of the subject material

Whole-school literacy targets were actively engaged.


	
	
	

	3. Lesson presentation and teaching methods

· Suitable approaches were chosen from the options available 

· including ICT and collaboration

· The material was well presented

· The pace of the lesson promoted learning
· The teacher adapted the approach where necessary


	
	
	

	4. Communication and motivation skill

· The teacher’s language was appropriate to the students’ ability

The pupils were actively involved and on task


	
	
	

	5. Assessment for Learning

Assessment was used effectively to help students’ learn both formatively and summatively

	
	
	

	6. Discipline

· The teacher displayed a positive approach, encouraging and

· rewarding good behaviour.  Where student behaviour was

· inappropriate the teacher dealt with the situation effectively.  

Expectations on display and used alongside BfL

	
	
	

	7. Effective use of homework .  (check beyond the lesson)
· Appropriate homework was set and marked, with appropriate

· feedback given and target to improve.  AfL is in use.
· Planners were on the desk and used.


	
	
	

	8. Classroom organisation

· The classroom was well organised

· An effective seating plan was in use to aid learning

· Wall displays were well presented and included students’ work

· An effective learning environment was created


	
	
	

	8. The teacher’s objectives for students’ learning were met


	
	
	


Observation by: 




The teacher is meeting CORE (   THRESHOLD (  Standards

CLASS OBSERVATION FEEDBACK RECORD




Appendix 1.3

(To be completed within 2 working days)

Name: 











Date of Feedback: 









Date of Observation: 









Class Observed: 









Observer: 









The teacher is / is not meeting CORE / THRESHOLD Standards.

Strengths

Areas for development

Member of staff’s comments (to be completed by the reviewee)

Observer:_______________________________________________________(signature)
Member of staff:__________________________________________________(signature)

Copies to:

Monitoring Progress: Task Observations Sheet
(Support) 


Appendix  1.4
Focus of observation: 




 on 



 (Name)

	
	Strength
	Satisfactory
	Further

development

	
	(
	(
	(

	1. Information/Knowledge

· Understanding of the task

· Awareness of skills for the task

· Extent of background knowledge


	
	
	

	2. Preparation/Planning

· Evidence of preparation for the task

· Organisation of work routines

· Problem-solving approach

· Time management used

· Seeking management guidelines


	
	
	

	3. Performance of the task

· Reliability

· Effective/efficient performance

· Motivated and positive

· Shows initiative/creativity

· Flexible in dealing with problems


	
	
	

	4. Effectiveness

· Quality standards in the performance/result

· Objectives/deadlines for the task met

· Good working relationships with

      colleagues/parents  and visitors etc

· Positive team response (for those with leadership roles)
	
	
	


Observed by: 









ANNUAL REVIEW STATEMENT





Appendix 1.5
Date of Review Meeting:__________________________

Job-Holder:_____________________________________ Team Leader:___________________
                                                                                                                                 Further

Objectives:






   Met

     development






                
    (√)

 
(√)

1.

2.

3.

CORE / THRESHOLD Standards are all met (Teachers only)  (
Areas of particular strength (and evidence)
Areas to be developed

Work-life Balance comments:
Appendix 1.5 continued

Support and resources to be provided by school (specify)
Job-Holder’s comments
Attach evidence to this form, as required.
The content of this record has been agreed by :

Job-Holder:____________________(signature)Team Leader:________________(signature)

Date of receipt of the completed review statement by the Job-Holder:__________________


(5 days after Review meeting)  Pass to Head teacher within 10 days of Review Meeting.
Appendix 1.6

Process and Timings

- timeline for agreeing the planning meeting statement

	Reviewer prepares draft planning and review statement

Planning

Meeting

Copy passed

to reviewee

( …  5 days …(
( …………  10 days ………..(
              

 
[image: image2]
Reviewer            

Prepares


and signs

final                           Submit the 

version                      signed 

                                  statement 

                                   to HT

Reviewee

May add

comments


	
[image: image3]
( …………  10 days ………..(


[image: image4]
Review can appeal at this stage if head decides no changes are required to the statement.*
	

	
	
	

	
	
	Reviewer prepares new planning and review statement
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	Revised statement signed and resubmitted to HT within 10 days
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	Consult

With 

reviewee
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	Copy passed to 

Reviewee
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	Reviewee 

may 
add

comments
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	( …………  10 days ………..(
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Reviewee can

appeal against

final copy of

statement *




Appendix 2
Policy Statement on UPS1


1. All teachers who reach M6 are eligible to apply for UPS1 for the following September, including all those who have previously applied and been unsuccessful.

2. When guidance information is received in the school the Principal will inform eligible staff and order an application pack from DfES for each individual.

3. The deadline for teachers to submit applications is the end of September.

4. This is in line with “eligibility” in the STPC documents.

(as detailed in the Guidance booklet and STPC 

document)  (including late applications)


· On-going consultancy by senior staff (excluding Principal)

Staff available as consultants will be identified at the training


The Principal will refer to the latest guidance as to whether late applications can be accepted.


Refer to the appendix in the Performance Management Policy – standards are stated here in line with STPC documents.


The application form in its entirety will only be shown to the applicant, the Principal and Governors.  Parts of the document may be discussed with Senior Leadership Team.

Line Managers and Senior Leadership Team can be involved in the information gathering process.

All documents will be treated in confidence, as in DfES guidance


The Principal makes the decision about the award of UPS1 based on the evidence and verified by the Governing Body.

The Principal will inform eligible staff by letter as soon as a decision reaches the academy.


· The responsibility for the application remains with the individual.  Eligible applicants applying for UPS1 must submit a completed application form to the Principal.

· The applicant must identify where evidence can be found

· Teachers with interrupted employment need to read the latest guidance for applicants


Refer to latest guidance document in the blue Pay and Conditions Guide.

The application form will be returned to the applicant after verification by the Principal.  The application form remains the property of the applicant.  The Principal will retain a confidential copy for developmental work.

The appeals process will be dealt with by the Governing Body, as detailed in the guidance document.

The Governors Personnel Committee will be informed, in confidence, of those applicants who have been successful.

Appendix 3
UPS2 and UPS3 Guidance

The policy is in line with school teachers Pay and Conditions 2004.

· Eligibility for UPS2 and UPS3 is automatic for a teacher who was awarded UPS1 in the September two years previously.  No application is needed.

· The Principal will recommend to the Governing Body (Pay Panel) those teachers who meet the criteria for award of UPS2 payment, and UPS3 from September 2004.

· There is no appeal process.  Individuals would have to follow grievance process, against the Principal.

· In BOA, members of the Pay Panel will meet in September for the annual review of salaries and will include UPS2 and UPS3 in this discussion.  The Governing Body “shall ensure that the teacher is notified in writing of that determination” of salary assessment.  (paragraph 3.3)

· The UPS2 and UPS3 allowance will be paid when Government funds reach the school and will be backdated to the September in which the teacher became eligible.

· The “qualifying period” for UPS2/3 is regarded as the two academic years since receiving UPS1.  

· It is automatic that teachers who do not gain UPS2 in the first instance will be eligible for consideration the following year.  If staff do not wish to be considered in the next year, they are responsible for informing the Principal.  Similarly if they do not wish to be considered for UPS3 the Principal should be informed in writing.

Criteria to be used by the Principal before making recommendations

The criteria are based on Annex 1 – Performance Threshold Standards (attached to policy) and paragraphs 19.1 – 21.3 of the Pay and Conditions document 2005.

The Governing Body representatives shall not determine the teacher should receive UPS2 or UPS3 payment unless 

(a)
there have been two successful reviews of the performance of the post- threshold teacher


and 

(b) the achievements of the post-threshold teacher and his/her contribution 

to the school (or schools) have been “substantial and sustained.”

Also refer to page 142 “To be fair and transparent, judgements must be properly rooted in evidence and there must have been a successful review of overall performance.”

Process

(1) A reminder will be given to eligible staff in the July before  the process starts.  Staff will be asked to refer to the policy and complete the Threshold paperwork (available on-line).
(2) A meeting will be held for all eligible staff to provide information about the process and for them to ask questions.

(3) Staff are advised to consult the Principal to discuss their progress up the pay scale at an early stage in the process.  Staff can initiate a meeting in the previous year if they wish.

(4)
From September 2007, staff will be expected to show evidence of meeting new standards for post threshold teachers.  See Guidance Booklet.
Criteria

Annex 1 – Performance Threshold Standards

Knowledge and Understanding

1. Teachers should demonstrate that they have a thorough and up-to-date knowledge of the teaching of their subject and take account of wider curriculum developments which are relevant to their work.

Teaching and Assessment

2. Teachers should demonstrate that they consistently and effectively plan lessons and sequences of lessons to meet pupils’ individual learning needs.

3. Teachers should demonstrate that they consistently and effectively use a range of appropriate strategies for teaching and classroom management.

4. Teachers should demonstrate that they consistently and effectively use information about prior attainment to set well-grounded expectations for pupils and monitor progress to give clear and constructive feedback.

Pupil Progress

5. Teachers should demonstrate that, as a result of their teaching, their pupils achieve well relative to the pupils’ prior attainment, making progress as good or better than similar pupils nationally.  This should be shown in marks or grades in any relevant national tests or examinations, or academy-based assessment for pupils where national tests and examinations are not taken.

Wider Professional Effectiveness

6. Teachers should demonstrate that they take responsibility for their professional development and use the outcomes to improve their teaching and pupils’ learning.

7. Teachers should demonstrate that they make an active contribution to the policies and aspirations of the academy.

Professional Characteristics

8. Teachers should demonstrate that they are effective professionals who challenge and support all pupils to do their best through:

(a) inspiring trust and confidence,

(b) building team commitment,

(c) engaging and motivating pupils,

(d) analytical thinking,

(e) positive action to improve the quality of pupils’ learning.

Appendix 4

Teaching and Support Staff Review Schedule 2008-2009
	Governing Body

responsible for:


	Principal (GC)




	Principal (GC)

responsible for:
	JD / RG / JB / VP / SLM
PE (RW)
MFL (FY)



	Vice Principal  (AP)
	DP / JAP / MM

	responsible for:
	D&T (TB)
ICT (HJB)

	
	

	Vice Principal  (PA)

responsible for:
	KO

Science & H&SC (EF)

Maths (MS)




	Assistant Headteacher  (VP)

responsible for:
	DK

Art  (IM )
Performing Arts (FJ, LT, JBA)
Citizenship & PSHE (RM)
English (ABA)




	Assistant Headteacher  (JB)
	AP

	responsible for:
	SEN (GHN)

	
	Humanities (MWA, RM)

	
	


	Head of D&T (TB) responsible for: 
	2 teachers (BHA, RR)

	Head of Science (EF) responsible for:
	4 teachers (AJ, AB, AMA, NG)

	Head of Maths (MS) responsible for:
	3 teachers (AW, SE, PW)

	Head of ICT (HJB) responsible for:
	1 teacher (JBO)

	Head of PE (RW) responsible for:
	3 teachers (JAP, GN. MM)

	Head of MFL (FY) responsible for:
	1 teacher (SL)

	Head of English (ABA) responsible for:
	3 teachers (JM, JO, AP)

	Head of RE (RM) responsible for: 
	1 teacher (SMK)

	Head of History (KO):  
	Link with RM for SMK

	Head of Music (LT) responsible for:
	1 teacher (HI)

	Head of Drama (JBA) responsible for:
	1 teacher (BC)

	Head of Dance (FJ):
	Link with Drama


	

	Principal
(
Business Manager (SLM)

Personal Assistant (MP)


	Business Manager (SLM)

(
Support Staff, Finance, First Aid,  IT, Site/Cleaners, Grounds & Cafe



	Vice Principal (AP)

(
Network Manager (MA),  IT Technician (SB)


	Caretaker (RH)

  (         

Assistant Caretakers (SL & AT),  Cleaning Supervisor (SC) and Cleaners


	Vice Principal (PA)

(
Exams Officer (KP), Supply Cover (TEV)



Assistant Headteacher  (JB)

(
PLC Manager (KW), PLC  Assistant (JG),

 Learning Support Assistant (CR),  Attendance Officer (AA), Pastoral Support Managers (PC & GD) and MB


Assistant Head teacher  (VP)

(
Librarian (CH), Performing Arts Assistant (LA)



Head of D&T (TB)

(
Technicians (KA / BB)


	Café Supervisor

(
2nd in charge (SR) and remainder of café staff



PLC Manager

(
Assistant (JG)



Headteacher’s PA

(
School Secretary  (LF), Pastoral Secretary (GBL), Receptionist (SC)and Reprographics (PH)




	Head of Science (EF)

(
Science Technicians (AT, CA)

	


CLASSROOM OBSERVATION PROTOCOL





APPENDIX 5

The Governing Body is committed to ensuring that classroom observation is developmental and supportive and that those involved in the process will:

· carry out the role with professionalism, integrity and courtesy;

· evaluate objectively with the interest of student learning in mind;

· report accurately and fairly, linked to the SIP and standards;

· respect the confidentiality of the information gained;

· observations of teachers and classroom staff should be equitable across the academy.

The total period for classroom observation arranged for any teacher will not exceed three hours per cycle having regard to the individual circumstances of the teacher.  Five days notice should be given for Departmental Review Observation and agreed Performance Management and Ofsted observations.

In this academy ‘proportionate to need’ will be determined by the needs of the Performance Management Cycle and the planned programme for the Monitoring, Evaluation and Review published in the staff handbook.

The arrangements for performance management classroom observation will be included in the plan in the planning and review statement and will include the amount of observation, specify its primary purpose, any particular aspects of the teacher’s performance which will be assessed, the duration of the observation, when during the performance management cycle the observation will take place and who will conduct the observation.

In BOA the annual observation schedule will include as part of the M.E.R. programme, annually:

1)
either an hour’s lesson observation for internal Ofsted evaluation or a Principal Department Review;

2)
Monitoring of strategies in the SIP by line mangers, SLT and the Principal up to one hour in total e.g. 4 x 15 minutes annually;


As Performance Management:

3)
One hour’s lesson observation chosen by the member of staff, observed in Term 5, linked to planning targets and standards.

As part of NQT induction:

1)
All NQTs will be observed against NQT standards regularly with formal feedback twice per term from line managers (HOD)

2)
The Staff Development Assistant Head teacher will observe NQTs once per term against NQT standards, and give formal feedback.

Where evidence emerges about the reviewee’s teaching performance during the monitoring and review programme which gives rise to concern, classroom observations may be arranged in addition to those recorded as a support or within an agreed programme of monitoring.  This will be discussed and planned separately from the performance management planning record.

Where capability procedures are initiated, performance management procedures are suspended.

Information gathered during monitoring, evaluation and review observations will be used, as appropriate, for a variety of purposes including to inform academy self-evaluation and academy improvement strategies in accordance with the academy’s commitment to streamlining data collection and minimising bureaucracy and workload burdens on staff.

In keeping with the commitment to supportive and development classroom observation those being observed will be notified in advance, unless the monitoring is part of the Principal’s drop-in programmes, or on-call support.

Classroom observations will only be undertaken by persons with QTS.  In addition, in this academy classroom observation will only be undertaken by those who have had adequate preparation and the appropriate professional skills to undertake observation and to provide constructive oral and written feedback and support, in the context of professional dialogue between colleagues.

Oral feedback will be given as soon as possible after the observation and no later than the end of the following day.  It will be given during directed time in a suitable, private environment.

Written feedback will be provided within five working days of the observation taking place.  If issues emerged from an observation that were not part of the focus of the observation as recorded in the planning and review statement these should also be covered in the written feedback and the appropriate action taken in accordance with the regulations and guidelines.  The reviewee should have the opportunity to add a written comment on the observation record and sign it.

The written record of feedback also includes the date on which the observation took place, the lesson observed and the length of the observation.  No written notes in addition to the written feedback will be kept.  The reviewee will keep a copy of the written observation, for reference.

The Principal has a duty to evaluate the standards of teaching and learning and to ensure that proper standards of professional performance are established and maintained.  The Principal, SLT and HODs have a right to drop in to inform their monitoring of the equality of learning as part of the planned programme of monitoring, evaluation and review in the staff handbook.  This is separate to the Performance Management Review observation in Term 5.

Drop-ins will only inform the performance management process where evidence arises which merits the revision of the performance management planning statement, in accordance with the provisions of the regulations.

Observations by governors do not form part of this agreement and serve a separate purpose.  These need to be part of a specific planned programme e.g. interview process, invitation by department and should be always by prior arrangement and follow agreed procedures (Principal).

	HOW TO ORGANISE YOUR TRAINING AND DEVELOPMENT


	Identify your training needs with line Manager
	←


	Targets from Performance Management Induction Career
Entry Profile S.I.P.

	↓


	
	

	Complete a bid sheets in July or September and see RG with request
	←
	Signed by Line Manager

	↓


	
	

	If you wish to attend a course give a copy of course details to RG with costs
	←
	Costs =
Course + VAT

Cover

Travel

	
	
	

	↓


	
	

	If agreed, RG will complete the paperwork and send. You need to fill in a blue cover sheet
	←
	Blue cover sheets will go to Tim Evans after the date is agreed

	↓


	
	

	RG signs the sheet and agrees funding. This then goes to MP to check date
	
	

	↓


	→
	After the course you will receive an evaluation sheet (3-6 months)

	You wait for course confirmation and inform RG/TW when received


	
	





Member of staff signature: 								





Team Leader signature: 								





Date: 							





Within 10 working days of receipt of the statement the HT may review the statement, and may instruct the reviewer to make changes.





If the HT instructs the reviewer to make changes, within 10 working days of being requested to make changes …











Eligibility





Application Procedures 





A training event  (meeting)





Voluntary





To explain the pack





To discuss evidence and criteria





To explain procedures – for applications





A chance to hear from staff who have gone through the process





To explain access to data and staff development information











Late Applications








Threshold Standards





Confidentiality





Decision Making





Legal Requirements





Follow up and feedback
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