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________________________________________________________________
This Policy is based up on the Model Performance Management Policy produced by the RIG (Rewards and Incentives Group) 2007, in liaison with trade unions, for implementation September 2007. It does not supersede the pay and conditions legislation.

This policy links to other key documents listed below

· Statutory Instrument No. 2661 – Teacher Performance Management Regulations 2006

· Performance Management for Teachers & Headteachers – RIG Guidance 2006

· DfE Professional Standards for Teachers in England 

· NYCC Protocol for Lesson Observations to support PM 
· NYCC Support Staff Pay and Conditions Document
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Performance Management Policy for Whitby Community College
INTRODUCTION
This performance management policy is based on that prepared by the Rewards and Incentives Group (RIG) and is recommended for schools to use to support the implementation of the revised performance management arrangements set out in The Education (School Teacher Performance Management) (England) Regulations 2006.  
These regulations came into force on 1 September 2007 with the first performance management planning statement under the revised arrangements needing to be completed by 31 October 2007 for teachers and 31 December 2007 for headteachers. The revised regulations apply for pay progression purposes from 1 September 2008. 
Regulation 7(9) requires that each governing body shall establish a written policy that shall:
(a) state what results the policy is intended to achieve and how these will be measured;

(b) show how the school’s arrangements for teacher performance management link with  those for school improvement, school self-evaluation and school development planning;

(c) show how the school will seek to achieve consistency of treatment and fairness between  those teachers with similar experience or levels of responsibility;

(d) set out the timing of the cycle;

(e) include a classroom observation protocol;

(f) provide performance management training to be made available as the need arises;

(g) state the arrangements for monitoring and evaluating the policy: and

(h) specify any ancillary or supplementary procedures necessary for the operation of the performance management of teachers at the school in accordance with these Regulations.

The regulations require that the Governing Body shall ensure that the performance of teachers and the Headteacher is managed and reviewed in accordance with the regulations and the College’s performance management policy. Before establishing or revising the College’s performance management policy the Governing Body shall seek to agree the policy with the recognised trade unions, having regard to the results of the consultation with all teachers. As the College is required to demonstrate the link between performance management, College improvement and its development plan it is good practice to consult all teachers on the College improvement plan and self-evaluation process.

The performance management policy has been drafted in accordance with the regulations and the ‘Performance Management for teachers and headteachers guidance’ published by the RIG. The regulatory requirements are stated clearly and where governing bodies are able to exercise discretion, the options available are also identified. In drawing up their performance management policy, schools will need to decide for each area of discretion which option to choose.
There are no national performance management regulations which apply to support staff and there is no national agreement on performance management with support staff unions, although this is good practice and will be maintained at Whitby Community College in line with North Yorkshire County Council’s Support Staff Terms and Conditions of Employment and the Performance Management Policy.
The performance management policy does not duplicate everything that is covered by regulations and guidance, rather it sets out what are considered to be the key points for schools. For this reason this policy should be read in conjunction with the regulations and the guidance. Copies of the regulations and the RIG guidance are readily available for reference to all teachers. Copies can be downloaded from http://www.teachernet.gov.uk/management/payandperformance/performancemanagement. This policy has been written in the context of schools, but the same principles apply equally to the performance management of unattached teachers covered by Part 3 of the regulations and local authorities will want to consider this when reviewing their performance management policies.
APPLICATION OF THE POLICY
The policy applies to the Headteacher and to all staff employed by the College except teachers on contracts of less than one term, those undergoing induction (ie NQTs) and those who are the subject of capability procedures. 
PURPOSE
This policy sets out the framework for a clear and consistent assessment of the overall performance of staff and the Headteacher and for supporting their development needs within the context of the College’s improvement plan and their own professional needs. Where teachers 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.

This policy should be read in conjunction with the College’s pay policy which provides details of the arrangements relating to staff pay in accordance with the School Teachers’ Pay and Conditions Document and NYCC’s Support Staff Terms and Conditions.
LINKS TO COLLEGE IMPROVEMENT, COLLEGE SELF EVALUATION AND COLLEGE DEVELOPMENT PLANNING
To comply with the requirement to show how the arrangements for performance management link with those for College improvement, College self-evaluation and College development planning and to minimise workload and bureaucracy the performance management process will be the main source of information as appropriate for College self-evaluation and the wider College improvement process. 
Similarly, the College’s improvement and development plans are key documents for the performance management process. All reviewers are expected to explore the alignment of reviewees’ objectives with the College’s priorities and plans. The objectives should also reflect reviewees’ professional aspirations.
CONSISTENCY OF TREATMENT 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 in relation to moderation, quality assurance and objective setting.
Quality assurance 
	The Headteacher has determined that he will delegate the reviewer role for some or all teachers for whom he is not the line manager. In these circumstances the Headteacher will:
· moderate all the planning statements to check the plans recorded in the statements of staff at the College
· be consistent between those who have similar experience and similar levels of responsibility

· comply with the College’s performance management policy, the regulations and the requirements of equality legislation and other relevant Staff Terms and Conditions of Service. 



The Governing Body will: 
	Nominate three governors to be involved in the Headteacher’s performance management and any appeal regarding the Headteacher’s performance management and will ensure that the Headteacher’s planning statement is consistent with the College’s improvement priorities and complies with the College’s Performance Management Policy and the Regulations. 


OBJECTIVE SETTING
The objectives set will be rigorous, challenging, achievable, time-bound, fair and equitable in relation to staff with similar roles/responsibilities and experience, and will have regard to what can reasonably be expected of any postholder in that position given the desirability of the reviewee being able to achieve a satisfactory balance between the time required to discharge his professional duties and the time required to pursue his personal interests outside work, consistent with the College’s strategy for bringing downward pressure on working hours. They shall also take account of the postholder’s professional aspirations and any relevant pay progression criteria. They should be such that, if they are achieved, they will contribute to improving the progress of students at the College. 
The reviewer and reviewee will seek to agree the objectives but where a joint determination cannot be made the reviewer will make the determination. At the College
· all staff, including the Headteacher, will have no more than three overriding objectives, which might be sub-divided 
· all teachers, including the Headteacher, will have a whole-school objective(s)
Though performance management is an assessment of overall performance of staff and the Headteacher, objectives cannot cover the full range of a postholder’s roles/responsibilities. Objectives will, therefore, focus on the priorities for an individual for the cycle. At the review stage it will be assumed that those aspects of a postholder’s roles/responsibilities not covered by the objectives or any amendment to the statement which may have been necessary in accordance with the provisions of the regulations have been carried out satisfactorily.
REVIEWING PROGRESS
At the end of the cycle assessment of performance against an objective will be on the basis of the performance criteria set at the beginning of the cycle. Good progress towards the achievement of a challenging objective, even if the performance criteria have not been met in full, will be assessed favourably.
Monitoring of progress towards performance management targets should form an important part of the regular 1:1 meetings. The frequency of these meetings will vary.
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 cycle. 
APPEALS
At specified points in the performance management process staff and headteachers have a right of appeal against any of the entries in their planning and review statements. 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 College’s Pay Policy.
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 Headteacher, the reviewee's line manager or, where s/he has more than one, each of her/his line managers will be provided with access to the reviewee's plan recorded in her/his statement, upon request, where this is necessary to enable the line manager to discharge her/his line management responsibilities. Reviewees will be told who has requested and has been granted access if this deviates from the normal procedures. Please note that the normal procedures include a designated member of the administrative team processing hand-written PM documents where the team leader has not produced the documents electronically themselves.

TRAINING AND SUPPORT
The College’s CPD programme will be informed by the training and development needs identified in the training section of the reviewees’ planning and review statements. The Governing Body will ensure in the budget planning that, as far as possible, appropriate resources are made available in the College budget for any training and support agreed for reviewees.
An account of the training and development needs of staff, including the instances where it did not prove possible to provide any agreed CPD, will form a part of the Headteacher’s annual report to the Governing Body about the operation of the performance management in the College.

With regard to the provision of CPD in the case of competing demands on the College 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 College to achieve its priorities. The College’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.
APPOINTMENT OF REVIEWERS FOR THE HEADTEACHER 
Appointment of Governors 
	The Governing Body is the reviewer for the Headteacher and to discharge this responsibility on its behalf will appoint 3 governors. 


Where a Headteacher is of the opinion that any of the governors appointed by the Governing Body under this regulation is unsuitable for professional reasons, s/he may submit a written request to the Governing Body for that governor to be replaced, stating those reasons. 
Appointment of School Improvement Partner or External Adviser
	Governors may appoint a School Improvement Partner or other Adviser to provide the Governing Body with advice and support in relation to the management and review of the performance of the Headteacher. 


APPOINTMENT OF REVIEWERS FOR OTHER STAFF
In the case where the Headteacher is not the postholder’s line manager, the Headteacher may delegate the duties imposed upon the reviewer, in their entirety, to the postholder’s line manager. In this College the Headteacher has decided that:
	The Headteacher will be the reviewer for those staff s/he directly line manages and will delegate the role of reviewer, in its entirety, to the relevant line managers for some or all other staff. 
The maximum number of reviews that any line manager will be expected to undertake per cycle is 5. This number should be the maximum and should include support staff as appropriate. Where additional reviewees are placed under a team leader, beyond the normal maximum number, this will have been agreed in advance between the team leader and Headteacher and will relate to what is the best fit for the postholders involved.



Where a postholder has more than one line manager the Headteacher will determine which line manager will be best placed to manage and review the postholder’s performance. Where a postholder is of the opinion that the person to whom the Headteacher has delegated the reviewer’s duties is unsuitable for professional reasons, s/he may submit a written request to the Headteacher for that reviewer to be replaced, stating those reasons. This should be clear from the Performance Management Team Leader list. 
Where it becomes apparent that the reviewer will be absent for the majority of the cycle or is unsuitable for professional reasons the Headteacher may perform the duties himself/herself or delegate them in their entirety to another team leader. Where this postholder is not the reviewee’s line manager the postholder will have an equivalent or higher status in the staffing structure as the postholder’s line manager. There is a link here with the Attendance Management  Policy. 
A performance management cycle will not begin again in the event of the reviewer being changed. All line managers to whom the Headteacher has delegated the role of reviewer will be able to request, and be provided with, appropriate preparation for that role. 

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 31 October and for headteachers by 31 December. 
The performance management cycle in this College, therefore, will run from up to each October half term for teachers, and up to the end of the Autumn Term for the Headteacher. Support staff performance management reviews will run from March each year to link in with the awarding of annual increments on 1 April, subject to satisfactory performance and attendance. 
Teachers, 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 a postholder starts their employment at the College part-way through a cycle, the Headteacher or, in the case where the teacher is the Headteacher, the Governing Body, shall determine the length of the first cycle for that postholder, with a view to bringing their PM cycle in line with the normal cycle for other staff at the College, as soon as possible. 
Where a postholder transfers to a new post within the College part-way through a cycle, the Headteacher or, in the case where the teacher is the Headteacher, 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. 
MONITORING AND EVALUATION
The Governing Body will monitor the operation and outcomes of performance management arrangements.

The Headteacher will provide the Governing Body with a report on the operation of the College’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 College’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. The following areas could provide grounds for unlawful discrimination:
· Race

· Sex

· Sexual orientation
· Disability

· Religion and belief

· Age

· Part-time contracts

· Trade union membership.
The Headteacher will report on 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 school year in the Autumn Term. 
The Governing Body will take account of the Headteacher’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 staff. 
To ensure staff are fully conversant with the performance management arrangements, all new staffs who join the College will be briefed on them as part of their introduction to the College.

ACCESS TO DOCUMENTATION
Copies of the College improvement and development plans are available from the College’s computer network and are developed in liaison with subject leaders. 

CLASSROOM OBSERVATION PROTOCOL
All classroom observations will be undertaken in accordance with the performance management regulations, the associated guidance published by the Rewards and Incentives Group and the classroom observation protocol that forms part of this policy.
The Performance Management list of reviewers and reviewees will be updated ready for the start of each new academic year and will be included in the staff handbook each year. 

CLASSROOM OBSERVATION PROTOCOL
Lesson Observation to Support Performance Management

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;

· report accurately and fairly; and

· respect the confidentiality of the information gained.

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. There is no requirement to use all of the three hours. The amount of observation for each teacher should reflect and be proportionate to the needs of the individual. 

At the College ‘proportionate to need’ will be determined by the demands of Ofsted and the need to achieve and demonstrate improvements in the quality of teaching and learning in relation to improvement targets set down in the College improvement plan.

Revised arrangements for the performance management of teachers come into effect from September 2007. Classroom observations are a key feature of the performance management cycle. Below are guidelines and observation criteria that the College will use according to need.  All timescales mentioned conform to national guidelines.  

The suggested lesson observation criteria are based on the Ofsted inspection framework.     

Lesson Observation Guidelines

These guidelines refer to lesson observations undertaken as part of performance management arrangements in all schools. 


Purpose of Lesson Observations
Classroom observations are used to monitor the quality of teaching and learning in College as a part of College self-evaluation and performance management. They should support a culture of continuous improvement by helping individuals develop their professional practice.     

Principles for Lesson Observations
Classroom observations:  

· Should be supportive and developmental

· Should be multi-purpose, wherever possible, to minimise the potential burden of observations

· Should be undertaken in accordance with the College’s performance management policy

· Will be undertaken by performance reviewers but may also be done by others who have appropriate professional expertise, for example subject leaders 

· Should be made possible by sufficient timetable release time being provided 

· Should not be done in PPA time unless the member of staff agrees to do so
Frequency and Duration of Lesson Observations
Classroom observation undertaken in relation to performance management should be agreed in the review statement at the start of the review cycle. This will amount to no more than three hours in total, and may be less than three hours in many cases. However, if concerns arise during the review cycle there is scope to revise the amount of observation agreed at the start of the cycle (possibly to more than three hours). Observations may be for whole lessons or parts of lessons, depending on the agreed focus.

Teachers should have the opportunity to engage in further classroom observations (beyond those undertaken for performance management purposes) by agreement. For example, peer observations agreed to by teachers are not part of the performance management arrangements, but many teachers will see the value of engaging in such observations as part of their professional development. 

Any observations made by Ofsted or the local authority in relation to statutory duties fall outside normal observation arrangements.           

Effective classroom observations should: 

· Provide a performance reviewer with evidence of the quality of a reviewee’s classroom practice (quality of teaching and learning) 

· Help the Headteacher develop an overview of the quality of teaching and learning in the College
· Provide teachers with feedback on practice which aids reflection and self-evaluation and helps continuous development   

· Identify and celebrate good practice

· Help to improve classroom performance by identifying areas for development which will extend expertise 

Planning Statement and Lesson Observations
The observations to be undertaken for performance management purposes should be agreed in the planning and review statement at the beginning of the performance management cycle. Nearer to the time of observation, and at least two weeks before it, the following should be firmed up: 

· The exact focus for the observation and criteria to be used (if different to general lesson observation criteria)


· A time for the observation 


· How and when the feedback will take place

Lesson Observation Protocol and Methodology

The teacher being observed should assist the process by:

· Having relevant planning to hand, for example lesson plan or scheme of work  
· Providing any relevant information on pupils, such as grouping arrangements within class and/or location of students with SEN           

The criteria used for lesson observation should:

· Be agreed and understood by the teacher being observed and the observer


· Be used to evaluate the quality of teaching and learning 

· Be used to provide constructive feedback and identify areas  for possible improvement and development

All observers should demonstrate:

· Courtesy and objectivity in the conduct of observation and related meetings

· A respect for the confidentiality of any information gained in the course of carrying out the observation and giving feedback 

During the lesson being observed they should:  

· Sit somewhere which provides a good view of the activities of the students and teacher. S/he should be as unobtrusive as possible

· Talk to pupils, where appropriate, about their understanding and experiences so long as it does not disrupt the progress of the lesson 

· Look at work being done in the lesson and, where appropriate, look at earlier work done by pupils 

Recording the lesson observation

· It is important to record observations as the lesson progresses rather than relying on memory to recall what took place. A timeline could be used to help with this. 

· Teacher activity and impact on pupil activity should be noted

Giving feedback following a lesson observation
· Before giving feedback the observer needs to take time to reflect on the lesson and to identify the key messages from his/her notes. The teacher also needs time to collect his/her thoughts on the lesson.
· Feedback following a lesson observation should include a clear judgement on lesson quality and enable teachers to build on what they are doing well and feel confident about introducing change where necessary.
· Feedback should be given as soon as possible after the observation and no later than the end of the next day. It should always be out of the hearing of others and where disruptions can be kept to a minimum. There should be enough time allocated for a professional discussion around the feedback to take place.
· PPA time should not be used for giving feedback unless the teacher wishes to do so.
· The observer should focus on how effective the lesson was in enabling learning to take place and the ways in which the teaching and activities contributed to it. When making an assessment, observers should always refer to the evidence they are drawing on and link it to the agreed observation criteria.
· Recommendations, targets or action points set as a result of the observation should be practical and achievable and leave the teacher feeling that they can make progress. Clearly agreed deadlines and review timescales should be provided. If specific support and/or training is needed this should be noted, with a clear statement of who will organise this. It is likely that most CPD needs arising from observation will be met ‘in house’.      

· A short written record should be produced in line with College policy and presented to the teacher being observed within five working days of the observation. The teacher should be given the opportunity to add any comments they feel are appropriate to the record sheet.
Where evidence emerges about the reviewee’s teaching performance which gives rise to concern during the cycle classroom observations may be arranged in addition to those recorded at the beginning of the cycle subject to a revision meeting being held in accordance with the Regulations.

The Protocol for Walk-through Monitoring

Purpose of Walk-throughs

Walk-through monitoring is a way to get an accurate picture of the quality of learning and teaching in terms of what is working well (www.) and those areas in need of improvement, we have used (ebi) even better if. They are used more frequently where a school is under close scrutiny such as notice to improve or special measures category.
The leadership team has used this strategy to collect evidence of improvement and areas that need further attention. From September 2007, Directors of Learning and other middle leaders should use this strategy to gather evidence of the quality of learning and teaching in their area. This information is vital for self evaluation at subject level and a well of building up a picture of performance across a subject area and the College.
Evidence from walk-throughs can highlight performance issues which would need to be investigated further, and similarly could highlight areas for support and development across the College and the sources of good practice and well developed skills in a subject area or across the College.
Frequency & Duration of walk-throughs
Walk-throughs can be arranged across the college or for particular subject areas or tracking groups of students.The amount of monitoring for each teacher should reflect and be proportionate to the needs of the College under the category notice to improve. At the College, ‘proportionate to need’ will be determined by the need for the College to demonstrate and achieve improvements in the quality of teaching and learning in relation to improvement targets set down in the College’s improvement plan.
Walk-through Protocol & Methodology

· Records 

Colleagues undertaking walk-through monitoring will use the standard monitoring template to record www.ebi (What’s working well – Even Better if) for the 6 key areas of the Good+ Lesson Project. Staff will also give the lesson a grade to be used summatively to work out the percentage of satisfactory and percentage of good or better lessons. This information will be stored securely.
· Feedback

For those lessons visited as part of walk-through monitoring, individual staff should receive a copy of the monitoring sheet. The member of staff may ask for further clarification of monitoring notes if appropriate. These monitoring records do not form part of the official record of performance evidence against agreed performance management targets. However where evidence emerges about teaching performance which gives rise to concern, classroom observations may be arranged in addition to those recorded at the beginning of the performance management cycle subject to a revision meeting being held in accordance with the Regulations.
The Protocol for Drop-ins
A Headteacher has a duty to evaluate the standards of teaching and learning and to ensure that proper standards of professional performance are established and maintained. Headteachers have a right to drop in to inform their monitoring of the quality of learning. Clearly the performance management arrangements are integral to fulfilling this duty and headteachers may consider the classroom observations they have agreed for performance management are sufficient.
	At the College, drop-ins will be undertaken by the Headteacher or designated member(s) of the Leadership Team.




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.
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