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                                     TE TOTARA

                               PRIMARY SCHOOL

POLICY : Performance Management   
Why have this policy? 

Te Totara School recognizes that the role of teaching staff and support staff are crucial in the school.  A performance management system recognizes that the contribution and achievements of each individual are critical to the success of the school. It helps each individual to understand what is expected of them and ensures each person is provided with feedback and support to develop professionally and to enhance their contribution to the school. Recognition and support of each person’s achievements should affirm the individual and provide motivation to bring further improvements.

Performance management also provides a link between school-wide planning and the plans pursued by each staff member.

At Te Totara Primary School we are “Growing and Learning Together” so appraisal is about developing high quality practice.

What is it for?:
Staff must have:

· clear direction on the performance expected of them

· a sound basis for determining areas of professional development

· set priorities for improvement and achievement consistent with the directions set by the Board of Trustees and Principal

· assistance and support to achieve the performance expected of them and to further develop their professional skills 

· a recognition of their achievements and specific feedback on performance

· an opportunity to express their views on their own performance, directions for development, and the assistance they require to be accountable for their performance

How will we do this?

Expectations of performance are established and recorded at the beginning of the appraisal period and are determined by the principal and the appraiser, in consultation with the appraisee. It is usual for these delegations to take place:

	                  Appraisee
	     Delegated Appraisal Responsibility


	Part Time teacher - Classroom release teachers
	Deputy Principal and Assistant Principal

	Full time Teachers 
	Deputy Principal

	Provisionally Registered Teachers 
	Deputy Principal and Mentor Teacher

	Deputy Principal 
	Principal

	Assistant Principal 
	Principal

	Team Leaders
	Principal and Deputy Principal

	Learning Support teacher aides
	Assistant Principal

	Executive Officer
	Principal

	Administration Manager and Office Staff
	Principal

	Caretaker
	Principal

	After School Care
	Principal

	Principal
	Board of Trustees or External Appraiser


· The Performance Management system at Te Totara incorporates the Code of Professional Responsibility and Standards for the Teaching Profession which describes the criteria for quality teaching in Aoteroa New Zealand.
· This describes what Provisionally Registered Teachers need to work towards to gain full registration and what experienced teachers need to demonstrate at appropriate levels of expertise in order to maintain a practicing certificate.

· Each individual with teaching duties reaches agreement with their appraiser at the beginning of the appraisal period on at least two professional goals focusing on an improvement or initiative in classroom performance

· Support will be given to develop these goals, including opportunities to view colleagues practice in the target areas

· All staff with teaching duties and/or management responsibilities, including the principal, will undergo a performance appraisal at least once every twelve months.

· There are several important components to the performance management system. Linked with the Strategic Plan are performance expectations and on-going professional development for staff in order to support these targets. Classroom observations by the Principal and Deputy Principal will feed forward onto individual professional goals with agreed achievement action in order to attain these within set time frames. 

· The leadership team will also use a frequent walk through programme involving classroom visits by members of the leadership team, with conversations about aspects of classroom practice being discussed at least twice a term. These visits and conversations are to be documented. This will ensure consistency between all parties and are part of a rigorous quality assurance process.

· In the case of provisionally registered teachers the advice and guidance programme, observations and feedback from the Mentor Teacher will also form part of the performance management process

· Information from the above three components of the performance management system will contribute to the appraisal documentation. (Appendix A)

· For each objective the assistance or support to be provided to the staff member to assist the improvement or initiative is clearly specified by the appraiser.

· The performance appraisal is carried out by a person to whom the appraisee reports in the appraisal process.

· The performance appraisal process will include:

(i) classroom observations by the appraiser or someone to whom the appraisee reports.

(ii) the opportunity for self appraisal in relation to the Standards for the Teaching Profession by the appraisee; and

(iii) appraisal interviews between the appraiser and the appraisee

· The result of the performance appraisal is that the appraiser and appraisee have evaluated how well the appraisee performed during the appraisal period in relation to the performance expectations, and objectives for that individual. This is discussed with the appraisee, and agreement is sought regarding the conclusion of the evaluation. These remain confidential to the appraisee, the appraiser, and the principal, unless the appraisee agrees otherwise.

· Performance is evaluated against the key performance areas relevant to the position, the performance expectations established for the individual appraisee, and the objectives agreed upon by the appraisee.

· The key performance areas for teaching staff include:

· Upholding the expectations set out within the Code of Responsibilities
· Identifying and developing high quality practices in relation to the six Standards for the Teaching Profession
and at least two objectives focusing on an improvement in teaching performance i.e., in two or more of the key performance areas relating to teaching practice.

· All professional staff with responsibilities for managing teaching staff are to be appraised on how well they can carry out their management responsibilities.

· The Board of Trustees delegates to the Principal the responsibility for Performance Management of staff, except for the Principal, whose Performance Management is the responsibility of the Board of Trustees.

· The Principal shall ensure this programme and documentation is adapted to comply with all statutory requirements

Review

· A review process is available for those who believe it is inappropriate for their nominated appraiser to undertake their performance appraisal and those who believe the conclusions of their appraisal may be inaccurate

· The review process will be undertaken by the Principal for teaching staff and will use the same procedure as outlined in this document. Appraisal will be in relation to the Code of Professional Responsibility and Standards for the Teaching Profession.

· For those with leadership responsibilities who believe that it is inappropriate for their nominated appraiser to undertake their performance appraisal and who believe the conclusions of their appraisal may be inaccurate a review with an outside agent who is agreeable to both parties will be used for the appraisal.

· The review process for leadership staff will use the same procedure as outlined in this document

· Appraisal will be in relation to the agreed key performance area.

· Where there are matters of competency against an employee the terms of the Collective Contract will be followed

· For matters of Principal competency the terms of the employment contract shall apply.

Code of Professional Responsibility and Standards for the Teaching Profession
· The Code of Professional Responsibility sets out the high standards for ethical behavior that are expected of every teacher.  The Standards for the Teaching Profession describe the expectations of effective teaching practice.  Together they set out what is and what it means to be a teacher in Aotearoa New Zealand.  Each teacher will be required to meet the Code of Professional Responsibility and Standards for the Teaching Profession as per the requirements of the Primary Teachers (including Assistant and Deputy Principals and other Unit holders) Collective Employment contract. These will be included in job descriptions.
· Appraisal will also include assessment in relation to the requirements (reflected by the development of performance indicators with staff) of the relevant standards as determined in the Primary Teachers (including Assistant and Deputy Principals and other unit holders) Collective Employment contract.
Documentation

A standardised form will be used. This form will include the Code of Professional Responsibility and Standards for the Teaching Profession and the objectives set in consultation with the appraiser and then appraisee; it will include the professional standards as per the Primary Teachers (including Assistant and Deputy Principals and other unit holders) Collective Contract. The document will also record the support that will be provided to assist the appraisee to achieve these expectations and objectives and include recorded comments.

The second part is at the end of the appraisal process when the appraiser must document a summary of their evaluation of the appraisee’s actual performance in comparison to the performance expectations and objectives for the appraisal period. This should specify the successes and achievements for the appraisal period. This should specify the successes and achievements of the appraisee as well as the priorities for future improvement. This summary should also include the views of the appraisee, especially if they are different from the views of the appraiser.

To attest to its validity it will be signed and dated by the appraisee and the appraiser. The record will be given to the Principal and kept in the employee’s personal file. The appraisee and Principal have access to this file at any time. This file is also available to the Education Review Office. 

Non teaching staff

Non teaching staff with permanent positions will have their Job Descriptions completed by March 31 annually and an appraisal completed against the negotiated agreements by 30 November of each year by the Principal.

1.  By March 31 each year a performance agreement will be negotiated with each staff member with non-teaching responsibilities.

2. Ongoing consultation between appraisee and appraiser will occur.

3. Where there are matters of concern for either the appraiser or appraisee then a review will be undertaken to identify specific concerns.

4. By November 30 each year the appraisal process will be completed and the completed documentation placed in the appraisee’s individual file.  The completed documentation will be used to inform the next annual cycle.

BOT Chair
………………………….....
Principal
………………………….....

Date Ratified:     28 May 2020

Review Date:
     March, 2022 
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