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1.     	Purpose of Policy

The purpose of this policy is to offer a flexible performance management culture that     is fair, consistent and transparent to all. 

2.    	Scope

This policy applies to all members of support staff, except those on fixed term contracts of less than one term. 

It will also not apply to new employees where it has been identified that they will serve a six month probationary period, in which case the probationary policy will apply.  Once the probationary period is successfully completed, this policy will apply in its entirety.

  3.     	Principles/Aims

The principles of this policy are:

· To maintain and improve the quality of education for pupils in the school, by having a performance management policy for support staff which supports the schools strategic vision and improvement plan;
· To ensure consistency of treatment across the workforce and full compliance with equal pay principles;
· To ensure that, however  the School/Academy decides to manage performance, it is undertaken in a clear and consistent way within job roles;
· To support  continuous professional development;
· Protect all employees from discriminative practice in line with the Equality Act 2010;
· To be implemented in accordance with the provisions of the ACAS Code of Practice in relation to any employment related issues.

The aims of the policy are to:

· manage employee performance commensurate with the role and responsibilities;
· support employee engagement;
· recognise successful achievement;
· identify areas for further development;
· set the standards of performance required;
· set clear, achievable objectives for the future; 
· identify the support and/or development necessary to ensure that staff can undertake their role effectively and objectives can be achieved;
· and ensures that all employee’s play their part in delivering high quality learning experiences for pupils, parents and the whole school community.

This policy would also be used to address any concerns that are raised about an employee’s performance. If concerns are such that they cannot be resolved through the performance management process, there will be consideration of whether to commence the capability procedure.



4.  	  Legal Context

  The Governing Board recognise the requirement to comply with legislative    	requirements and aims to follow good practice wherever possible. Whilst there is no 	legislation underpinning the requirements for a performance management policy to 	support development, it is recognised as good practice. 

	Throughout the application of this procedure the School/Academy will operate within 	the legal framework of relevant employment legislation that affects all employees, 	including;

· Equality Act 2010;
· General Data Protection Regulations (GDPR) 2018
· Employment Rights Act 1996
· Equal Pay Act 1970
· Any other relevant legislation

	This policy should not be used for:
	
· Incapability due to ill health;
· Gross / Misconduct. 

	This policy should also be read in conjunction with the;

· School/Academy’s Pay Policy for Non Teaching Staff;
· School/Academy’s Capability Policy for Non Teaching Staff;
· School/Academy’s Probationary Policy.
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5.   Links to School Improvement 

Employees respond and perform well when they understand their role in its wider context including the effect that their work has on the whole school and its pupils

Any of the School/Academy documents linked to improvement and development or self evaluation plans are key documents that support staff can use to understand the school and their priorities for the coming months/years.  The performance management process will assist in identifying the skills, knowledge and expertise that exists and those that are needed to achieve those priorities. 

All line managers are expected to explore the alignment of objectives with the school’s priorities and plans. The objectives should also reflect any appropriate career or development aspirations where appropriate.
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	  Performance Management is a supportive process enabling continuing professional   	development (CPD) where appropriate and requested.  However it is also 	recognised, that not all staff have aspirations to progress. 
 
	This School/Academy will encourage a culture that enables staff to take responsibility 	for improving their professional development.  This may include attending training, 	acquiring new qualifications or skills, work shadowing, peer observation, or other 	means as agreed.  

 	Where there are competing demands for training and development that impact on the   	school 	budget, the approval will be based on the extent through which: 

1. the training and support will help the school to achieve its priorities; and
1. the CPD identified is essential for an employee to meet their objectives.

	In the event that the school are unable to provide the training or 	development 	agreed in the previous work plan, this will be noted in the following work 	plan.
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		The commitment of support staff is a key factor in achieving success within the  	School/Academy and understanding how they contribute to support the teaching and  	learning, commensurate with their grade.
		It is recognised that the day-to-day contact between individuals and teams by their 	manager represents the essence of performance management. The formal process, 	whereby performance reviews are typically conducted every six or 12 months, merely 	builds on what should be an everyday practice.
		The performance management process will be tailored to the individual role and 	some roles will require a different process to others. 
8.    		Performance Management Implementation
		The manager will determine how best to implement performance management for 	specific job groups . This may either be undertaken as an individual performance 	review or as part of a group for those with the same job role.
	Where group performance management takes place and individuals have specific 	career aspirations they should be given the opportunity to raise these and they 	should be considered when setting objectives.

[bookmark: _Toc397606980][bookmark: _Toc397609085][bookmark: _Toc397668736][bookmark: _Toc400619874][bookmark: _Toc400619930]		All meetings throughout the performance management process will be held between 	the employee/s and a designated manager. Only by mutual agreement will anyone 	else attend meetings within the performance management process.
          
9.     	Performance Management cycle
The School/Academy Performance Management cycle will run for twelve months         normally from ________________to ________________.

At the commencement of a cycle Schools/Academies should indicate to all staff as to whether they intend to implement Performance Management on an individual basis or in groups for each specific role.

10.         Observations

	Observations for non support staff will mirror the process as outlined within the 	Teacher Appraisal Policy.

	Formal observations can be undertaken by the line manager or anyone else deemed 	suitable and appropriate.



11.		The Role of the Line Manager and Employee

	Performance management is most effective when the line manager and employee 	work together in a positive and mutually supportive way in the best interests of the 	school. The designated manager is responsible for leading the process, while the 	employee’s role is to play an active part in the performance management process.

	Performance management for support staff will normally be carried out by their 		immediate manager however, the Headteacher may appoint a different manager if 	there are good reasons to do so.

		The designated manager should:

· ensure the employee is aware of how their role impacts on the schools improvement plan;
· work with employee’s to agree their objectives;
· help employee’s to identify their own professional development needs where appropriate;
· play an active part in planning to help employee’s meet their objectives;
· ensure that coaching, training and/or development are provided as appropriate; monitor performance throughout the year, giving regular, objective feedback;
· address any concerns as they arise during the year, to avoid any surprises during any mid year or annual reviews.

	The employee should understand what performance management is, what it involves, how they contribute to the success of the school and that be committed to strive to achieve their objectives. 

12.	Setting Objectives

	Objectives should be set and linked to the school improvement plan and any other aims and priorities the school has.  
Objectives should be clearly worded, the designated manager and employee should not only understand the objective and the success criteria required, but they should also both have the same understanding of what is to be achieved, along with any support the individual requires. 
Objectives should be fair and equitable when judged across employees with similar roles and responsibilities and should also reflect any relevant standards for that role.  They should also be appropriate to the role, career stage and aspirational to support and encourage professional development where required.

Where possible, objectives should be agreed with the employee/s, however if they cannot be agreed upon the final decision on determining the objectives rests with the Headteacher.

           	For some roles i.e. Cleaners and Lunchtime Supervisory’s, objectives may be the      	  duties they perform and then assess how well they achieve these, e.g  scores in a 	  cleaning audit. 

12.1    Things to consider when setting Performance Management Objectives

· A maximum of 3 objectives;
· These objectives are intended when met to contribute to the school overall development plan and improving the educational experience of pupils; 
· They should be SMART - Specific, Measurable, Achievable, Realistic and Time-bound.
The designated manager will take into account the effects of an individual’s circumstances, including any disability, when agreeing objectives. For example, this might include a reasonable adjustment to allow an individual slightly longer to complete a task than might otherwise be the case. 
	Objectives may need reviewing where an employee is absent due to a long term absence which can be done on the return to work.

13.       Individual / Role Specific Performance Management Document

	Performance management discussions should be documented and the objectives agreed upon.  This documentation (Performance Management Plan) can be used for any discussion as regularly as is required manager and revised as appropriate throughout the year.  	This can be a group or individual document dependent on the job role. 

14.      Professional Standards 

	Where there are National Occupational Standards the school may choose to link objectives to these standards.

	The school will need to inform the employee of any standards used as part of the performance management process at the start of the cycle.  Examples include 
		NASBM Professional Standards and Professional Standards for Teaching Assistants 

15.	  Review Meetings  

As performance management is part of an annual cycle, performance can be        reviewed and support provided as necessary throughout the year.  Any review meetings should aim to reinforce successful behaviour and encourage change where necessary. 

15.1 	  Annual Reviews

  The annual review meeting is usually a structured discussion between the designated     	manager and an individual or a group of employee’s in a specific job role.  The aim is 	to assess overall job performance during the review period and find ways to improve 	and extend performance for the benefit of the employee’s and the school.
	
		Both parties should prepare for the meeting beforehand. 

		The review meeting date should be set with at least two weeks notice to allow both 	parties to collate the information and evidence they will need in order to review the 	employee’s / team performance over the last twelve months.

		At the end of the review meeting, the designated manager should produce a written 	record of the discussion.  This is best completed on the day of the review but should, 	in all cases, be completed by no later than 2 weeks from the date of the annual 	review meeting. 

		The designated manager and employee/s should sign and retain a copy of the 		Performance Management Plan.  

		A copy of the Performance Management Plan should be provided to the Headteacher 	for review and confirmation to ensure that the objectives and support are appropriate. 	The Headteacher may moderate and adjust the objectives in discussion with the 	employee and designated manager. A copy of the Performance Management Plan 	will be retained on the employee’s file.

16.		Where concerns arise – action short of the formal procedure 
 
		Where concerns arise regarding an employee’s performance during the performance 	management cycle these should be raised with the employee by the designated 	manager as soon as the issues arise. Prior to considering entering an employee into 	formal capability, the employee should be supported through a period of informal 	capability.  

		Discussions of this kind are difficult for both parties but should be conducted in a 	climate of support and encouragement rather than blame or sanction.  The aim 	would be to support the employee to improve and, where necessary, provide any 	reasonable additional assistance to do so.

		Give the employee at least 5 working days notice that a meeting will be held to 	discuss targets for improvement alongside a programme of support, and 	explain 	that they may choose to attend with either a work colleague, a recognised trade 	union representative or trade union official.  A HR representative may also be in 	attendance and at any future meetings where capability will be discussed.
 
		Should a trade union representative not be available to attend, this will not delay the 	meeting. 

		Where there are concerns about any aspects of the employee’s performance the 	designated manager will meet the employee to agree a support plan, which will: 

· give clear feedback about the areas of concern;
· give the employee the opportunity to comment and discuss the concerns and establish the likely causes of poor performance including any outside factors;
· identify any training needs/support needed (e.g. coaching, mentoring, monitoring, structured observation including peer observation; and observation of good practice); 
· agree and devise a support plan;
· clarify the required standards and agree any support that will be provided to help address those specific concerns; 
· make clear how, and by when, the manager will review progress;
· if it is appropriate to revise objectives sufficient time will be agreed for improvement.
· the manager will explain the implications and process if no, or insufficient, improvement is made. 
		The employee’s progress will continue to be monitored as part of the performance 	management process and a reasonable time will be given for performance to 	improve.  This will depend upon the circumstances but will normally be for a period of 	4-8 weeks with an opportunity for an extension if required with appropriate support as 	agreed in the Action plan. During the monitoring period the employee will be given 	regular feedback on progress and arrangements will be made to modify the support 	plan if appropriate.  

	If, at the end of the monitoring period, the designated manager is satisfied that the 	employee has made, or is making, sufficient improvement, the performance 	management process will continue as normal, with any remaining issues continuing 	to be addressed through that process.  Notes should be taken at the meeting which 	should be issued along with the support plan and should be retained by both parties. 

		However, if, after the stated period of time, informal action fails to achieve the 	required improvements in performance, the matter will be dealt with through the 	formal capability procedure.  If this becomes necessary, the performance 	management cycle will be suspended until the work performance issues have been 	resolved.

17.		Pay Progression

Please refer to the School’s Non Teaching Pay Policy
 

[bookmark: _Toc395509145][bookmark: _Toc400619951]18.       Employees with Disabilities
	
The Equality Act 2010 defines that a person has a disability if they have a physical or mental impairment that has a substantial and long-term adverse effect on their ability to carry out normal day to day activities.


	If an employee declares a disability or if the Headteacher is aware of a disability, the 		School/Academy will ensure that all reasonable adjustments to the job, training and 		support have been provided before considering formal entry into capability.   Any  		adjustment to the working conditions must be reasonable.

	The School/Academy is not expected to make unlimited provision for reasonable 		            adjustments. 
	
If a situation arises where the individual may be unable to undertake the full duties of their post due to health-related reasons, which may be considered to be a disability under the terms of the Equality Act 2010, the Headteacher should refer to the School’s Managing Sickness Absence Policy.  


19.	Links to other policies

19.1		Absence

	If sickness absence appears to have been triggered by the commencement 	of  	monitoring or the performance management procedure, the case will be dealt with 	in accordance with the school/academy absence policy.  The case may be referred to 	Occupational Health to assess the employees health and fitness and the 	appropriateness of continuing with performance management.  In some cases it may 	be appropriate for the process to continue during a period of sickness absence. 

Where an employee is absent due to long term absence such as sickness or for family friendly reasons unrelated to the commencement of monitoring within the performance management procedure this should be taken into account when setting any review periods to ensure they are reasonable.


 19.2     Grievances

	Where a member of staff raises a grievance during the performance management 	process, the Headteacher will determine whether the process should be suspended 	for a temporary period in order to deal with the grievance.  Where the grievance and 	any issue identified through the performance management are related it may be 	appropriate to deal with both issues concurrently.

20.		Confidentiality and Professional Relationships

	The performance management and informal capability process will be treated in 	confidence; however the desire for confidentiality does not override the need for the 	designated manager to seek support and guidance from the Leadership team and 	HR.

	The Headteacher will be provided with access to the employee’s performance review 	plan.

	The process of gathering evidence for performance review is not expected to 	compromise normal professional relationships between members of the team.  The 	designated manager will consult with, and seek to secure the agreement of, the 	employee before seeking information from other colleagues about their work.  

21.      Moderation

	The Headteacher or a designated officer may decide to view all, or a sample of 	performance management planning statements in order to ensure that the plans 	recorded are consistent across the school, comply with the policy and contribute to 	the School/Academy plans for improvement. 

22.	   Monitoring and review

	The Governing Board will monitor the operation and effectiveness of the 	School/Academy performance management arrangements via information from the 	Headteacher. If requested, the Headteacher will provide the Governing Board with a 	report on the operation of the school’s performance management and capability 	policies, which if required will also include an assessment of the impact of the 	policies on the protected characteristics as set out in the Equality Act, 2010. 
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