
Berkshire Maestros Teacher Performance Review 2017-18
Guidance for Contracted Staff 

Performance Review procedures 

Read the Performance Management Policy 2015+.

Stage 1 Annual Performance Review Meeting - Reviewing last year and planning the year ahead. Do this in September/October 2017
(a) In advance of the Meeting:

The Reviewer should: (for each contracted teacher within their line management team, not SE colleagues)
· Agree on a date for the formal review meeting 

· Send an email to the teacher confirming arrangements and forwarding templates for Self-Review, Evaluation of Lesson/Activity and Appraisal Form/s 

· Book a private space/room 
· Gather all appropriate evidence and documentation including the teacher’s Job Description, timetables, Maestros 2017-18 corporate objectives, Directed Time Sheet etc
(b) During the Meeting


Reviewing last year:
· Begin with the Teacher Self Review. Go through thoroughly and discuss. If the self-review is not completed in preparation for the meeting, the review meeting should be adjourned and rearranged within the next two weeks when all reflection/evaluation must be completed. 
· Go through completed lesson/activity self-evaluation and discuss.
· Go through any CPD attendance and any personalised CPD completed and discuss as part of the review.
· Check teacher timetable, directed time, job description.
· In discussing timetable, agree a plan to bring hours up to capacity if this is an issue and agree a deadline for review.
· Discuss whether the job description is up to date and appropriate.
· If any potential objectives for the future have emerged from the self-review, identify these and explore how they might be achieved.
· Discuss general progress and achievement over the last year and assess whether the previous year’s objectives have been significantly exceeded, fully achieved or not achieved. Note any comments by the teacher on the right hand columns of the 2016-17 Teacher Appraisal Form (already started last year) and add any information you may be aware of.

· Complete an overall assessment of the teacher’s performance during the previous year - discussion should centre around the key areas on the Teacher Appraisal Form. Teachers should prepare to discuss these in advance and bring any supporting data/evidence to their review meetings to support their achievements.

· Agree and/or recommend a Performance Rating. Ensure that any evidence to support or corroborate the recommended performance rating is included in the overall assessment and include copies of any relevant data, or evidence where appropriate.

· If the Board of Trustees has agreed a budget to support a ‘pay pot’ for staff pay increases which will include performance related pay applications for enhanced pay awards, (EPA) use this opportunity to discuss whether an application for an enhanced pay award is appropriate. As line manager, do you recommend that your colleague undertakes an application, as teacher, seek advice and support from your line manager/Curricular Head.

· Reviewer and teacher should sign and date the 2016-17 Teacher Appraisal Form
· If submitting an application for an enhanced performance award (EPA), follow the separate procedure and timeline for this process – see separate guidance. Any queries, please speak personally to Lynne Ellis.
Looking ahead to 2017-18: 
Staff Individual Objectives – all objectives MUST be derived from the Maestros Business Objectives for 2017-18 (see separate sheet).
· In the review meeting, go through the Maestros Core Values and Business Objectives, discuss carefully how these might be interpreted in the context of the individual teacher’s work, role, day-to-day activities. 

· Agree new SMART objectives for the year ahead based on Maestros Business objectives and record them on a new 2017-18 Teacher Appraisal Form – left hand columns. All teachers’ individual objectives must be in line with and support Maestros objectives and it should be clear which corporate objective is being supported and how. 
· Staff working for less than three days per week would normally identify two objectives. 
· Discuss CPD/training needs (identified or requested) for the future and any appropriate timescales for training to take place. Discuss any support strategies or actions required, by whom and when. 

· Identify appropriate observation opportunities – of lessons and/or other areas of performance which are identified in discussion as relevant for review purposes. Agree dates and times if appropriate or agree when these decisions will be made. Observation of performance should be linked to the teacher’s role and responsibilities as well as objectives where appropriate. Agree that the teacher will complete their own evaluation of an appropriate lesson. A template is available to help the teacher with this as appropriate.
(c) After the Meeting:

· Original Teacher Appraisal Form is saved back onto the secure performance storage area and also forwarded electronically to Helen Robertson and the CEO. The reviewer should also print a hard copy of all documents and submit to Helen Robertson by 31st October 2017 
· Reviewer and teacher each keep a copy

· Inform key managers (Curricular/Area Senior Leaders where appropriate about relevant objectives/targets 

· Copy of any lesson observation forms to be given to Curricular Heads where relevant and to Helen Robertson
· Collate any concerns raised/identified and report to Helen Robertson or the CEO
· Timetable schedule and update to be given to Dawn Garside (DG will forward to relevant admin).
Stage 2:  Lesson Observation/s and/or other Performance Observation/s
· Every teacher will be observed teaching (where teaching is part of their role) at least once during the review period if no observation has hap[ened during the last academic year. 
· Complete an observation feedback form for each lesson observed.  Feedback sheet to be completed between observation and any arranged feedback meetings (or during the session as appropriate). Give brief verbal feedback before sending any written feedback wherever possible.
· The teacher should also complete a written evaluation of the lesson which has been observed and forward to the reviewer/observer prior to any meeting in which feedback will be discussed.
· A copy of the formal lesson observation should be forwarded to the line manager and Curricular Head. 
· Additional observation visits may be arranged for any staff as necessary/appropriate, especially if a problem is identified. These should be arranged with the teacher in advance but SMT or Senior Leaders may undertake unannounced ‘drop-ins’ if deemed necessary. There are no limits to the number of observation visits which may be undertaken during any review period, in line with Maestros Performance Management Policy.
· Observations of performance relating to aspects of staff roles and responsibilities outside of teaching (eg SMT, leadership etc) will follow the above principles. Written feedback will be undertaken, discussed with the staff member and filed as above. Self-evaluation of an activity undertaken instead of/as well as a lesson (such as delivering CPD for example) may also be appropriate.
Stage 3:  On-going monitoring and support

During the year activity/support should be tailored to individual need. Further meetings and/or observations should be arranged as necessary. A support plan (personal improvement plan) template is available to assist any manager/teacher who may have need of additional support during the year.
Additional Guidance for teachers
Further guidelines below are designed to help you gain the most from the review process, in particular the annual review meeting.   It is not intended to create extra workload, but to help you develop professionally.  You will probably need between one to two hours for the meeting. 
Teachers 

Please complete the Self-Review Sheet in advance of the meeting and forward to your reviewer. Please complete your CPD record sheet. Complete the review section (2016-17) and the Objective setting section (2017-18) during the meeting with your reviewer. Following the meeting, your reviewer will print 2-3 copies of all documents: – 
· the copies will go to the reviewer, yourself and Helen Robertson. 
· An electronic copy should be forwarded to the line manager if the reviewer is not the line manager and the CEO
You must prepare for your Annual Review Meeting in these ways: Without this preparation your review meeting will either not take place or it will be adjourned until all preparation is complete. 
1. Job Description and Timetable: You should have an up to date job description and idea of your role within the organisation (in any curriculum area or team). Ensure you have checked your job description and bring a current, accurate copy of both your job description and your timetable with you to the meeting. A copy of the current job description for an instrumental/vocal teacher is available in the current performance management folder on the z drive. Your current timetable. Be prepared to discuss any available capacity.
2. Your Directed Time Sheet  - Your line manager will go through your teaching hours and other directed time expectations and notate on your DT plan. Last year’s DT will be discussed. You should be prepared to allocate the majority of your 1265 hours (or FTE).

3. CPD Record and Lesson Evaluation: You should have completed your CPD record (to include all Maestros organised CPD and any personalised CPD undertaken so that it is a complete record of all training through the year) You should have an evaluation of a lesson that has been observed.
4. Self-Review: Evaluate your own performance during the last year and reflect upon your strengths and possible areas for development. Use the self-review form to record your thoughts. This should be forwarded to your reviewer prior to the meeting so your reviewer can prepare properly.
5. Triangulation: Make sure your reviewer/line manager knows in advance if there is anything in particular you would like to discuss so that he/she can gather information from other people where appropriate.
6. Lesson Observation – agree an appropriate lesson to be observed if possible or agree to arrange at a later date if more appropriate. Discuss your self- evaluation of lesson/s that you have completed during the year/in advance of the meeting, identify any areas of focus, learning, development etc, perhaps arrange to observe colleagues or undertake some team teaching if appropriate. Use this as an opportunity to demonstrate how you evaluate your teaching.
7. Teaching Overview – ensure that this is completed, updated each half term and submitted to your line manager.
Review Meeting Discussion - (based on data, supporting evidence, self-review etc):
Objectives

· Did you meet each of your objectives? How well? How do you know? What evidence do you have?

· Did you receive any training/support that helped your personal development and achievement of your objectives? What objectives are still ongoing and what support do you still require?
· Did anything prevent you from making the progress you hoped to make?
Your current job description/role.  

· How do you feel it is progressing?  

· What are the positive features?  

· What are the negative features?  

· Are there any areas where you feel you would benefit from further support or training?

Priorities for the coming year.  

· What new skills will you need to develop?  How will these be gained? 

· There are a number of different areas for you to consider. It may help to keep your conversation focused if you identify which aspects you wish to consider in advance.

a. Berkshire Maestros  What are Maestros  objectives and priorities for the coming year?  What roles will you play in this?  Read and discuss the core values and corporate/business objectives for the year ahead? Are your planned objectives in line with these? If not, they must be and you may need to rethink your proposed objectives. Are there any areas you would wish to begin to work in outside your teaching or Curriculum Area which link with Maestros business objectives? 
b. Teaching and Learning.  What are your strengths and weaknesses as a teacher? What new skills do you need to develop?  (e.g., behaviour management of large classes in First Access programmes, differentiation, group lesson strategies, teaching children with statements/SEND …) Are there any areas to re-visit? 

c. Curriculum Area.   What will be the development priorities for the coming year?  If your team is introducing any new strategies or a specific focus, how will you be contributing?  Do you have a particular responsibility within the area? Are you a leader with specific targets to achieve?  Are you happy with your responsibilities this year? Are there particular areas or a particular direction that you would like to develop?  In a year’s time, you should be able to identify how you have contributed to the achievements of the curriculum area overall.
d. Personal.  How do you see your own career developing?  What new skills and roles do you need or wish to develop in the coming year? What INSET or training might you need to identify to help you achieve any personal goals?

Objective Setting.  
Having discussed the above, you will need to set future objectives.  You may have a number of personal targets that you wish to achieve over the next year.  You will need to agree at least three SMART objectives and all of them MUST be clearly linked to the 2017-18 Maestros Corporate Objectives. Whilst it is possible that that these may relate to different areas of your job so that the totality of your performance can be measured, they must all be based on and support the overall Maestros objectives.  State clearly which Maestros objective your own objective is supporting and associated success criteria. It is suggested that you identify strategies and/or activities, actions etc that you will undertake to help you meet your objectives.
Your reviewer will have significant input into setting your objectives and ultimately is responsible for helping you to set appropriate and relevant objectives. 
It is important to set appropriate objectives because they will be:

· used to assess your overall performance and performance rating
· used to match up your individual CPD needs with available internal development opportunities within Maestros and with any appropriate and relevant training courses.  Identifying clear and specific targets will be the main way in which you will be able to gain training for personal development needs.

The most effective targets are of the SMART variety.  That is:

Specific

Measurable

Achievable

Realistic 

Time-related

Reviewer’s Checklist

At the end of the meeting, have you:

1. Checked/discussed the teacher’s:

· Timetable 
· Job description

· CPD record

· Self-Review
· Lesson Evaluation
· Directed Time 
· Teaching Overview
2. Filled in a Performance Review and enabled your colleague to make any written comments they feel appropriate?
3. Reviewed your colleague’s performance against the objectives that were set last year? Agreed whether the objectives have been significantly exceeded, fully achieved or not achieved.
4. Completed a thorough assessment of the teacher’s overall performance for the previous year as per the guidance on the review form.
5. Agreed and recorded new objectives for your colleague for the forthcoming year in line with Maestros corporate objectives.  Agreed on success criteria and any evidence that will be provided 
6. Discussed and agreed possible training to support these objectives, support strategies and actions
7. Agreed a possible time and student/group/class/school/ensemble for observation during the year.  Arrange other performance observation if relevant.
8. Photocopied all relevant sheets and ensured copies are forwarded to the appropriate personnel.
Regarding Self-Employed colleagues – there is no performance management requirement but a lesson observation for quality assurance purposes must be undertaken for every teacher providing musical services for Maestros.  Should there be any concerns arising from a lesson observation or aspect of work, please discuss with relevant curricular head and then this is to be raised with SMT.
2017-18 - Director for Educational Development  - Helen Robertson will be overseeing all contracted staff performance management procedures and monitoring completed lesson observations for Self-Employed colleagues. helenrobertson@berkshiremaestros.org.uk
PAGE  
4
June 2017 HR

