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Hataitai School Personnel Procedures.
Performance Management
· 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
· The appraisal process will be open, honest and confidential

· All staff, inducing the Principal will undergo appraisal annually

· A review process will be available to an appraisee uncomfortable with either their appraiser or the results of their appraisal

· The Board of Trustees will be kept informed of the progress of the process and informed when the various stages in the process have been completed. 

· 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.

· All staff will have a job description and a performance agreement that defines their tasks and responsibilities for the year. Professional standards for teachers will be incorporated into these job descriptions.

· These documents will form the basis of the appraisal process.

· An initial conference between the staff member and the principal will be held to discuss and negotiate the performance agreement and goals for the year- school goals and personal professional goals

· A professional log is to be kept by the appraisee and available to the appraiser on request.

· A record of professional reading and related reflection will be part of the appraisal process.

· A self-review at the end of each term will form part of the appraisal process.

· A personal action research project with a subsequent report back to other teachers will form part of the teachers appraisal process.

· Teachers will be formally appraised by classroom observations by a member of senior staff at least twice 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 teacher and the Principal will be held towards the end of the year. This meeting will reflect on initial goals set, reflect on the processes undertaken by the teacher during the year, and result in a final written summary in relation to the job description and performance agreement.
Principal Appraisal Process
· The Board shall prepare an annual Performance Agreement with the principal that details the criteria for appraisal. The objectives being drawn from the school’s strategic and annual operating plans, the principal’s job description, and professional standards.

· Every endeavour shall be made by the Board and principal to arrive at a Performance Agreement that is acceptable to both. Where this is not possible, the views of the Board will prevail. The principal may however in these circumstances attach such comments to the Performance Agreement as the principal considers appropriate.

· The performance of the principal in carrying out the duties and responsibilities of their position will be formally appraised on an annual basis.

· The appraisal will be conducted by the Board Chairperson or delegate(s) and, at the Boards choice, assisted by an independent consultant who specialises in education and is able to review the effectiveness of the education provided.

· There will be a minimum of three informal meetings during the review period between the principal and appraiser to discuss progress.
· The principal will co-operate with the Board during all stages of the performance review process and will provide such information as the Board may properly require to review the principals performance. The Board Chairperson (or delegate(s)) and appraiser may seek feedback on the principal’s performance from staff, parents, or any other person/s who are in the position of providing feedback on how the Principal has performed.

· The Board Chairperson or delegate(s) will report back to the Board the result of the appraisal. This will be discussed in committee with the principal absent.

· The Performance Agreement and results of the appraisal are confidential to the Principal, the Board and their agents unless both parties agree to wider distribution.

· In the event of a dispute relating to the appraisal results, the Board may choose to exercise its right to make a final decision or appoint an independent mediator to mediate. Ultimately the Board will have responsibility of any final decision.
· The NZSTA “Guidelines for Boards of Trustees, Managing Principal Appraisal” & “Primary Principals’ Collective Agreement” shall be followed.[image: image2.png]
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