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Hataitai School Personnel Procedures

Performance Management
Non-Teaching Staff


Hataitai School will sustain a learning environment that challenges and 
supports every child to develop to their fullest.

Our commitment

The Hataitai School board of trustees supports, develops and maintains a motivated and capable team of teaching and support staff, in order to provide the best learning environment for our students.  We meet all our legislative and contractual obligations in our role as a good employer.

Rationale of Performance Management Procedures
Performance Management is a process of identifying, evaluating and developing the work performance of the staff.

Purpose of Performance Management Procedures
A performance management system in the school will both highlight the positive aspects of the delivery of the curriculum and provide areas for individual and staff development and growth. This in turn will improve the delivery of the curriculum to the students of the school.

The Guidelines of Performance Management Procedures for Non Teaching Staff.
· The appraisal process will be open, honest and confidential

· All written information will remain confidential to the appraisee and the appraiser unless the former chooses to share the information

· There is an annual process to be followed (see Timeline).

· All staff will have a job description and a performance agreement that defines their tasks and responsibilities for the year. These documents will form the basis of the appraisal process.

· An initial conference between the support staff member and the principal will be held to discuss and negotiate the performance agreement and responsibilities for the year
· Staff members will be formally appraised by classroom observations by a member of the eladership team at leastonce in the year as well as more informal classroom support.. These observations will be undertaken according to school guidelines. A written report, including areas of strength and suggestions for development, according to school guidelines will be given after each observation.

· Informal observations of and by selected peers may form part of the appraisal process.

· A concluding interview between the support staff member and the Principal will be held towards the end of the year. This meeting will reflect on the year, and result in a final written summary in relation to the job description and performance agreement.[image: image2.png]



