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Worlingham CEVC Primary School
SUPPORT STAFF PERFORMANCE MANAGEMENT POLICY

1. Introduction

At Worlingham CEVC Primary School we are committed to performance
management to develop all staff and improve teaching and to raise standards of
achievement for all children. Our support staff play a crucial role in realising this aim.
This policy covers all support staff except those on a temporary contract employed
for less than one year. In such a case however, the member of staff will still need to
agree objectives for the duration of the contract as well as appropriate development
needs. This policy sets a framework for all support staff to have performance
development reviews within the context of the school’s improvement plan and their
own professional needs.

2. Rationale

We recognise that effective personal training, combined with performance

development review, will help with our school’s goals by promoting job satisfaction, a

high level of expertise and progression for support staff.

We will implement our performance and development arrangements on the basis of:

a) Fairness: We all need to be aware of the potential for unconscious
discrimination and to avoid assumptions about individuals based on
stereotypes; and

b) Equality of Opportunity: All support staff should be encouraged and supported
to achieve their potential through agreeing objectives, undertaking
development and having their performance and their development needs
assessed.

3. Roles

Performance management for support staff is a shared responsibility. The
Governing Body has a strategic role in agreeing the school’s policy, ensuring that
performance of support staff at the school is regularly reviewed and for monitoring
the performance development review process. The Headteacher is responsible for
implementing the school’s performance management policy for support staff and
ensuring that performance development reviews take place.

Performance management involves both the reviewer and the individual (reviewee)
working together to ensure that objectives are discussed, agreed and recorded.
Reviewers must ensure that regular and objective feedback is given. We provide
coaching, training and development for our reviewers.

4, Responsibility for Reviews
We have carefully considered the practical arrangements for performance
development reviews for support staff in the school. The Headteacher will decide
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who shall act as reviewer for each reviewee on the basis of responsibilities in the
school, a judgement about who has the best overview of the reviewee’s work and the
ability to provide support to staff. In doing this, the Headteacher will delegate
responsibility to ensure reviewers carry out a fair and reasonable number of reviews.

5. Timing of Reviews

The one-year performance management cycle for support staff links with our
planning for school management and target-setting.

Our timetable is shown below:

a) Objectives set in the first half of the Autumn term

b) Meetings will take place during the first half of the Autumn term. Where
applicable the previous year’s targets/objectives will be reviewed. New
targets/objectives will be set for the following academic year and training and
development needs will be assessed.

C) Interim reviews will take place for the Teaching Assistants in April/May
d) Training will only be considered on the following criteria:

0 Benefit to pupil learning and development

0 Benefit to the Team

d Benefit to the School
Where training is agreed, the post holder will be expected to disseminate the
knowledge and skills identified through their training programme to their team
colleagues within the term the training has been undertaken if practical.
e) Monitoring and Feedback will take place on a termly basis to assess and
discuss progress.
f) Formal Reviews in the Autumn term.

In the first half of the Autumn term, the reviewee and reviewer will meet to review the
current targets/objectives and to determine whether all targets and objectives have
been met.

There will no longer be an automatic progression for staff who have met their targets
and objectives. Progress will only be considered where there is evidence that work
undertaken has had a substantial and sustained improvement on pupils learning and
development.

Where staff have reached the top of their grade or the mid-point bar, progression will
only be considered where there is a school need for the post holder to progress
above the bar, or to the next grade.

6. Appeal Mechanism

Where staff are dissatisfied with the outcome of their annual appraisal, they may
consider using the Schools Appeal process. All appeals will be addressed initially
through the informal stage of the procedure.



Performance Development Review Cycle
Performance Development Review is an ongoing cycle, involving 3 stages of
planning, monitoring performance and reviewing performance.

This policy should be read in conjunction with the School’s Pay Policy
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WORLINGHAM CEVC PRIMARY SCHOOL

SAFEGUARDING STATEMENT TO ACCOMPANY POLICY
DOCUMENTS

Throughout this policy runs our commitment to safeguarding the well being of all our
pupils at Worlingham CEVC Primary School. The values, beliefs and ethos of
Worlingham Primary School are shared by all members of staff and the adherence to
the guidance as stated in the school's Safeguarding Policy is of paramount
importance.

The well being and safety of pupils has a positive impact on their attendance,
behaviour, their own Health and Safety, learning within the school environment as
well as on educational visits.

Throughout the curriculum children are taught how to manage risk and how to keep
themselves safe. The children know that if they need help they can talk to a member
of staff at school. Children are taught how to keep themselves safe whilst using ICT
equipment and are instructed to report any inappropriate material to the member of
staff leading the session.

Children who have an identified SEN which creates difficulties with communication
may need additional support in expressing concerns to a member of staff. Staff will
need to follow the guidance in the safeguarding policy when dealing with a
disclosure, taking into account the ability of the individual.

A copy of the Safeguarding policy can be found on the school website, in the
Headteacher’s office and also the staff room. This policy provides comprehensive
detail in identifying types of abuse and the procedures that need to be followed.

Within the Safeguarding Policy is a section on The Prevent Duty and what it means
for our School.



