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Guidance for Governors and Principals
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Following a review of the PRSD scheme the Employing Authorities and Teachers’ Unions have agreed the above documents.  

The revised Scheme and Guidance replaces Appendix 1 and 2 respectively of the PRSD handbook issued by the Regional Training Unit in 2005.  Please update accordingly. 

LA’VERNE MONTGOMERY

HEAD OF HUMAN RESOURCES AND CORPORATE SERVICES

Performance Review and Staff Development Scheme

VISION STATEMENT

The Performance Review and Staff Development Scheme is integral to the School Development Planning process. It recognises the significant skills, abilities and experience of teachers in Northern Ireland and fosters their continuing professional development.  It seeks to provide for all pupils the highest quality learning and teaching.

1.

INTRODUCTION 

1.1
The following paragraphs set out the framework for the Performance Review and Staff Development Scheme. The scheme applies to all qualified teachers, other than teachers participating in induction and EPD.

1.2
Employing Authorities have a statutory duty to promote the effective management of schools.  The Board of Governors has a legal responsibility to ensure the professional development and performance of teachers employed within their schools is reviewed annually in accordance with this Scheme and within the context of the School Development Plan.  In the exercise of this responsibility the Board of Governors has a duty to prepare a Performance Review Policy in accordance with this Scheme, following consultation with teachers in their school.

1.3
It shall be the duty of each Board of Governors (referred to in this scheme as the reviewing body) to ensure that the professional development and performance of teachers for whom they are the reviewing body is reviewed annually in accordance with this scheme and within the context of the school development plan.

1.4
It shall be the duty of the Reviewing Body to ensure that training and development needs, which are identified through the Performance Review and Staff Development Scheme, are reflected in the school development plan and that corresponding opportunities for professional development are made available to the principal, vice-principal[s] and teachers in the school.

1.5
The Advisory and Co-ordinating Group will report to the Teachers’ Salaries and Conditions of Service Committee (Schools) and will be inclusive of all interests.  It will be responsible for providing advice and support on the Performance Review and Staff Development Scheme and specifically on matters such as:

· the recruitment, selection and appointment of external advisors;

· the quality assurance process;

· the Code of Practice;

· the model policy;

· appropriate training.

1.6
External advisors will be appointed on the basis of an agreed job


description and personnel specification and will be directly 


responsible to the relevant employing authority.  All advisors will be 


trained and accredited by the Regional Training Unit.

2.
AIMS OF THE SCHEME

2.1
The scheme aims to:


· Recognise the contribution of teachers to achieving the aims of the school development plan and help them to identify ways of enhancing their skills and performance;

· Identify the professional needs and necessary resources to support teachers, in their professional development and career progression;

· Increase teachers’ participation in decision-making and career planning and develop, in teachers, a greater sense of control over their work;

· Enhance the quality of education; 

· Inform the management of schools;

· Improve teacher morale and motivation;

· Be seen by staff as enabling;

· Be manageable and minimise bureaucracy.

2.2
The Review Cycle
(1) Subject to paragraphs (2), (3) and (4) a review cycle will
normally be a period of one year and once begun will be undertaken annually thereafter.

(2)
If the teacher moves to another school or to a new post as a principal, the review cycle shall begin again and the Board of Governors may determine that the review cycle shall be less than one year.

(3)
If the teacher moves to a new post in the same school the principal, in consultation with the teacher, may determine that new objectives be set.

(4)
If the teacher becomes an acting-principal the Board of Governors may determine that:

· The objectives already set be revised; and

· The teacher shall be reviewed as a principal.


3.
APPOINTMENT OF REVIEWERS

3.1
The reviewer of a teacher shall be designated by the principal, unless the principal is the reviewer.  Wherever possible, the reviewer should have management and/or curricular responsibility for the teacher.  Where this is not possible, the designation of the reviewer should be following consultation with the teacher.  The principal may, in consultation with the teacher, appoint a new reviewer in place of an existing reviewer at any time.

3.2
Principals will be reviewed by a minimum of two reviewers designated by the Board of Governors, following consultation with the employing authority, where applicable.  The two reviewers will be advised by an external advisor designated by the employing authority, in consultation with the Board of Governors.

4.
COMPONENTS OF THE PROCESS

4.1
The components of the review process are the same for principals and teachers and shall include three stages:

    • 
planning and preparation
    • 
monitoring and,
    • 
review discussion.


[a] Principals


4.2
Before or at the start of the review cycle, the reviewers of the principal, the external advisor and the principal shall meet at an agreed time to plan and prepare for the review and seek to agree three personal/shared objectives, covering the areas of leadership and management, pupil and curriculum development and the personal and professional development of the principal. The objectives shall relate to the school development plan and be informed by the national standards for principals and any advice or guidance issued by the employing authority and/or the Advisory and Co-ordinating Group.  Objectives should be specific, measurable, attainable, realistic and time-bound.

4.3
If objectives cannot be agreed between the reviewers and reviewee, the reviewers shall set and record objectives for the principal and the principal may add comments in writing.

4.4
[b] Teachers


Before or at the start of the review cycle, the reviewer and reviewee shall meet to plan and prepare for the review and seek to agree three personal/shared objectives, covering the areas of professional practice, pupil and curriculum development and the personal and professional development of the teacher and relate to the school development plan.  Objectives should be specific, measurable, attainable, realistic and time-bound. 

4.5
If objectives cannot be agreed between the reviewer and reviewee, the reviewer shall set and record the objectives and the reviewee may add comments in writing.

4.6
Collection of Information
The collection of information other than through classroom or task observation, shall be carried out in accordance with an agreed Code of Practice.  Reviewees are expected to co-operate fully with any reasonable request for appropriate information.

4.7
Classroom Observation
(i)
In the case of a teacher, two classroom observations, of a maximum period of one hour in total, shall take place as a prelude to the review discussion.  The classroom observation will focus on appropriate aspects of the objectives, agreed in advance, as outlined in 4.4 above.  Where teachers have substantial responsibilities outside the classroom one period of classroom observation may be replaced by a period of task observation.  

(ii)
In the case of a principal, two periods of task observation, of a maximum period of one hour in total, shall take place as a prelude to the review discussion.  However, where a principal has a significant teaching role, one of the periods of task observation may be replaced by a period of classroom observation.  

4.8
Review Discussion

The review discussion is an extended interview between the reviewer [s] and the reviewee, at or near the end of the review cycle.

In the case of principal review, the reviewers, and the external advisor shall be present at the discussion.


At the review discussion they shall:

· Consider the reviewee’s performance and identify any personal and professional development needs in relation to the agreed objectives, and,

· Agree an action plan and objectives for the incoming year.

4.9
Review Statement
At the conclusion of the review discussion a Review Statement, in the format attached, shall be drawn up by the reviewer[s], agreed with the reviewee and signed by both and will include:

· An agreed record of the conclusions reached;

· An action plan and associated objectives, and


· In a separate annex (which shall form part of the review statement), the training and development needs and ways of meeting such needs identified at the review discussion.

The Review Statement must be prepared within 10 working days of the review meeting and a copy given to the reviewee.  The reviewee will have the opportunity to comment on the statement, including recording any points of disagreement within 10 working days. 

4.10
The Review Statement is a confidential document and shall be retained on the personnel file of the reviewee.

5.
USE AND RETENTION OF THE REVIEW STATEMENT



(a) Teachers


5.1
In the case of a teacher the reviewer shall provide a copy of the review statement to the reviewee and the principal (if the principal is not the reviewer).

5.2
The principal shall make the Review Statement available to:

· the reviewer on request; 

· any review officer appointed under the complaints procedure.

5.3
The principal shall make the current statement of objectives of a reviewee available to a new reviewer appointed otherwise than at the beginning of a review cycle.

5.4
The principal shall make a copy of the annex to the Review Statement available to the person(s) responsible for planning and/or providing the training and development of teachers.  This may include, for example, the Curriculum Advisory and Support Services, the Regional Training Unit, Higher Education Institutes or other relevant bodies.


(b) Principals


5.5
In the case of a principal, the reviewers shall give the Review Statement to the chairperson of the Board of Governors, a copy to the principal and, in exceptional circumstances, to the Employing Authority, on request.

5.6
The chairperson of the Board of Governors shall make the Review Statement available to:

· the reviewers on request;

· any review officer appointed under the complaints procedure.

5.7
The chairperson of the Board of Governors shall make a current statement of objectives of the principal available to a new reviewer appointed otherwise than at the beginning of a review cycle.

5.8
The chairperson of the Board of Governors shall make a copy of the annex to the Review Statement available to the person(s) responsible for planning and/or providing the training and development of teachers.  This may include, for example, the Curriculum Advisory and Support Services, Regional Training Unit, Higher Education Institutes or other relevant bodies.

Link to Other Procedures

5.9
The Performance Review and Staff Development Scheme shall be used in connection with any matter related to the provision of support and professional development programmes for teachers.

5.10
Teacher participation in the review process and the professional development activities associated with it shall be a necessary requirement in respect of pay progression on the main and upper pay scales and school ISRs.  Review Statements shall be taken into account by those responsible for taking decisions or making recommendations about the pay or performance of teachers. 

5.11
The Performance Review and Staff Development Scheme process does not form a part of the disciplinary procedure. Relevant information from review statements may be taken into account to assist those responsible for the management of the school.

5.12
Any documentation relating to the review process shall be confidential between the reviewer(s), the reviewee and the principal (where he/she is not the reviewer), except with the agreement of the reviewee or as provided for above.

6
CODE OF PRACTICE ON THE COLLECTION OF INFORMATION

6.1
The Code of Practice governing the collection of information (other than through classroom observation) shall be strictly complied with at all times. The collection of information shall also comply with the eight principles of the Data Protection Act (NI) 1998. Data held by any party in respect of this process shall be obtainable by the reviewee under the Data Protection Act (NI) 1998.
7.
COMPLAINTS PROCEDURE

7.1
In the event of a complaint arising from either a principal or teacher the Grievance Procedure will apply.

8.
EQUAL OPPORTUNITIES

8.1
This scheme shall operate fairly and equitably for all principals, vice-principals and teachers, in accordance with the principles of equality of opportunity.  Reviewers will be aware of their responsibilities under the law not to discriminate on the grounds of gender, marital status, disability, race or sexual orientation in the way in which the Performance Review and Staff Development Scheme is conducted.

8.2
The Performance Review and Staff Development Scheme shall be used positively to promote equality of opportunity by encouraging all principals, vice-principals and teachers to fulfil their professional potential.


8.3
The scheme shall comply with equality legislation in Northern Ireland including:

· Fair Employment and Treatment Order (Northern Ireland) 1998 (as amended)

· Sex Discrimination (NI) Orders as amended 1976 & 1988 (as amended)

· Race Relations (NI) Order  1997 (as amended)

· Disability Discrimination Act 1995 (as amended)

· Equal Pay Act (NI)1970 as amended

· Part Time Workers –Less Favourable Treatment Regulations (NI) 2002

· The Equal Treatment Directive

· Schedule 9, Section 75 of the Northern Ireland Act 1998

· Employment Equality (Sexual Orientation) Regulations (NI) 2003

· Employment Equality (Age) Regulations (NI) 2006.

8.4
The scheme, or those operating it, shall not treat any principal, vice principal, or teacher in  a detrimental or less favourable way because of religion, political opinion, gender, pregnancy, marital status, sexual orientation, disability, race, age, full or part time status or trade union membership or activity.

8.5
Where an individual believes that they have been discriminated in respect of the arrangements for the operation of this scheme or the outcome, they are entitled to consider referring this to an industrial tribunal. This should normally be within three months of the event occurring.

9.
QUALITY ASSURANCE AND EXTERNAL MONITORING

9.1
The Board of Governors and the principal shall comply with any agreed quality assurance and external monitoring procedures introduced in relation to the operation of all matters relating to this scheme.


9.2
The Scheme will be reviewed in conjunction with the recognised Teachers’ Unions every two years.

PERFORMANCE REVIEW AND STAFF DEVELOPMENT

Guidance

For

Governors and Principals

Principles and Procedures

Performance Review and Staff Development Scheme

1. 
Context

1.1 The Performance Review and Staff Development Scheme (PRSD) applies to principals and teachers employed in grant-aided schools in Northern Ireland. 

1.2 The Performance Review and Staff Development scheme (the scheme) sets out the procedures associated with the annual review cycle which every principal and teacher is required to participate in.  The reviewee is the person being reviewed; the reviewer is the person conducting the review.

1.3
The School Development Plan (SDP) is an integral part of a strategic approach to development and continuous improvement at both school and individual level.  The review process will be firmly focussed on this plan. 
1.4 The scheme provides a continuous and systematic process to support principals and teachers with their professional development and career planning.  It also provides a framework to help ensure that in-service training and other development provision matches the complementary needs of both the individual and the school. 

1.5 The scheme enables principals and teachers to determine their priorities and objectives for the future both in the context of the school’s development plan and their own personal, professional and career plans. 

1.6 The scheme also enables school management to demonstrate its commitment to the professional and personal development of its teachers and facilitates them in their planning to meet identified development needs.  The process will encourage regular professional dialogue between teachers throughout the school. 

1.7 For the scheme to work effectively it is necessary to foster an environment in which :

· the scheme is an integral part of the school’s culture;

· the scheme is seen to be fair and open;

· the scheme is agreed and understood by all;

· the scheme is based on a shared understanding of its purposes; 

· there is a commitment to its rationale and purposes by all involved in the process;

· there is clarity of roles and responsibilities;

· there is an agreed action plan with timelines in the school for the operation of the process;

· there is agreed documentation for use in the school;

· there is an understanding of its contribution to continuous improvement.

2. Roles and Responsibilities

2.1 
The Board of Governors has a strategic role and is responsible for adopting a

PRSD policy for the school (see paragraph 3.4) and for monitoring its implementation.  It is responsible for nominating the reviewers of the principal.  Detailed guidance and training will be provided for governor reviewers and principals.

2.2 The principal, on behalf of the Board of Governors is responsible for implementing the school’s policy in accordance with the requirements of the scheme. This responsibility includes cooperating with any agreed quality assurance arrangements relating to the scheme.

2.3 Principals and teachers will be reviewed annually in accordance with the   scheme and the school policy.

2.4
Employing Authorities have a responsibility to provide guidance and support to schools on the scheme and to monitor and evaluate the operation and effectiveness of the scheme at school level.  They have a responsibility to appoint and deploy external advisers and for providing them with appropriate support, information and advice in relation to the conduct of the scheme.  They also have a responsibility to monitor, assess, review and ensure that the scheme is compliant with current employment and equality legislation, including their section 75 responsibilities, both in its operation and outcomes.
2.5
External Advisers will provide high quality, objective and focussed advice to the reviewers of the principal on the setting of objectives and will support them in evaluating the extent to which objectives have been met.  An external adviser will meet with the governor reviewers and principal as an integral part of the scheme. Governor reviewers and the principal will be provided with detailed guidance and training on the role and function of an external adviser.  

2.6   The Advisory and Coordinating Group which is representative of the employing authorities and teachers’ unions will provide advice and guidance on the operation of the scheme.

3.
 Application of the Scheme
Eligibility for Participation

3.1 The principal and all qualified teachers employed in the school, including teachers who are employed on part-time and temporary contracts are subject to the scheme. Teachers excepted from this provision are teachers in their induction year and those participating in the EPD programme. 

The School Development Plan

3.2 The School Development Plan forms an integral part of the scheme and school

management should ensure it has a plan that is up-to-date, is in accordance with relevant regulations issued by the Department of Education and has taken account of any advice or guidance prepared by the employing authority. The plan should be made available to all teachers.
Training

3.3
Ongoing training will be provided to support:

· governor reviewers to fulfill their role;

· principals to develop their understanding of the principal process;

· principals and where appropriate senior staff, to fulfill their role in implementing the scheme and leading training for teachers in school;

· teachers to participate in the process;

· external advisers to fulfill their role.

The School Policy

3.4
Each school is required to have a written policy. The school policy must reflect the requirements of the scheme and take account of any specific guidance prepared by the employing authority, after consultation with the Advisory and Coordinating Group. Teachers must be consulted about the policy before it is adopted.  A model school policy is attached to this document.  

Appointment of Reviewers

(a) Principals

3.5 The Board of Governors will designate two of its members as reviewers of the principal.  One reviewer will be nominated as a point of contact for administrative purposes.  Bearing in mind the responsibilities of the Board of Governors in relation to making decisions on the pay of the principal, care needs to be taken in the appointment of reviewers to avoid a potential conflict of interest arising.  For example, a teacher governor or any other member of staff at the school must not participate in the review of the principal.  To support governor reviewers in the review of the principal an external adviser will be deployed through the employing authority.  A reviewer or external adviser may be replaced at any time where circumstances dictate this to be necessary and the review cycle will continue as if there was no change.  Governor reviewers should participate in the training programme provided to enable them to fulfill their role.  Principals may also attend this training to develop further their understanding of the principal process. 

(b) Teachers 

3.6 The principal is responsible for appointing the reviewers of teachers, including the teachers in the leadership group. In smaller schools the principal will normally be the reviewer.  In larger schools the reviewer will normally have management and/or curricular responsibility for the teacher but in circumstances where this is not appropriate, it is a matter for the principal, in consultation with the senior management team, to determine who is best placed to undertake the role. The principal will normally be the reviewer of the vice-principal(s).  In exceptional circumstances, the principal may appoint a new reviewer at any time and if it is necessary to appoint a new reviewer once a review cycle has begun, the cycle will continue with the new reviewer as if there had been no change.   Teachers will be provided with a school-based training programme that will help them participate effectively in the scheme.

The Review Process
3.7
For both principals and teachers the annual review process has three stages:
· Planning and preparation: at the beginning of the cycle a reviewee and reviewer(s) meet to agree and record the objectives for the year ahead, reflect on possible outcomes and agree how best to keep progress under review during the year.  

· Monitoring: during the year a reviewee and reviewer(s) will meet on at least one occasion to keep progress under review and take any supportive action needed.  Monitoring will also include observation of the reviewee in his/her work situation.

· Review discussion: at the end of the review cycle a reviewee and reviewer(s) meet to review achievements over the year and to discuss overall performance against the agreed objectives.

Setting/Evaluating Objectives
(a) Principals
3.8
At the start of the review cycle, the reviewers of the principal, the principal and the external adviser will meet to agree objectives for the year ahead and to review objectives for the year just ended.  The objectives of the principal should reflect the School Development Plan and the personal and career development of the principal.   

3.9 There should be three objectives agreed between the reviewer and the principal.  However, if the reviewers and the principal cannot agree on objectives it is the responsibility of the reviewers to set them.  A reviewee is entitled to record in writing his/her comments in such circumstances.  The role of an external adviser is to provide professional advice and support rather than to determine objectives; this is the responsibility of the reviewers.  Training will be provided for reviewers.

(b) Teachers 

3.10
At the start of a review cycle the reviewer and reviewee will meet to agree three objectives for the year ahead and to review objectives for the year ended.   The agreed objectives should reflect the School Development Plan and the personal and career development of the teacher.  However, where a reviewer and reviewee cannot reach agreement it is the responsibility of the reviewer to set the objectives.  A reviewee is entitled to record in writing his/her comments in such circumstances.

Observation/Monitoring

3.11
Progress towards achieving objectives should be monitored over the review year and the arrangements for monitoring, including observation, need to be agreed at the planning stage.  Observation related to the objectives is an essential requirement of the scheme.  The arrangements for observation should be planned and agreed in advance. 

Review Discussion

3.12
At the end of the review cycle there will be a review discussion. At this discussion the reviewer(s) and reviewee and the external adviser, in the case of 
principals, will consider the reviewee’s performance towards achieving the objectives. This meeting will also be used to provide principals and teachers with an opportunity to discuss their career aspirations, their personal and professional development needs related to their objectives and identify the action needed to achieve them.

Review Statement

3.13
The outcome of the review discussion will be recorded in a review statement. This should be brief and precise and be written within 10 days of the meeting. Development and training needs will be recorded in an annex to the statement.  The annex forms a part of the review statement. 

Use of a Review Statement

3.14
A review statement is a confidential document and should be treated as such.  It should always be kept in a secure place and access to all or part of it must be restricted to only those entitled to such access.  The annex to the review statement shall be made available to persons or bodies responsible for the provision of training and development of teachers. Information from the review process may be used in matters related to the provision of development and support for teachers or principals.  In matters regarding disciplinary or dismissal procedures a review statement should not be used. Relevant information from a statement may be taken into account by school management as part of its functions relating to the effective management of the school.  Review statements shall be taken into account by those responsible for taking decisions or making recommendations about the pay or performance of teachers.

Complaints Procedure

3.15
Complaints in respect of principals and teachers will be dealt with in accordance with the Grievance Procedure. 


Equal Opportunities 

3.16
All teachers must be treated in accordance with current equal opportunities policies and must not be discriminated against on the basis of age, disability, gender, nationality, race, religion or sexual orientation and whether they are full-/part-time staff.  The review process should be used to promote equality of opportunity by encouraging all participants to fulfill their professional potential.  It is vitally important to be aware of the potential for unconscious discrimination and to avoid assumptions about individuals based on stereotypes.  Particular care should be taken not to disadvantage teachers who are absent from school, for example on:

· Maternity Leave;

· Sick Leave;

· Career Break;

· Secondment etc.

Quality Assurance and External Monitoring

3.17
The Employing Authorities will put in place procedures and processes to monitor and evaluate the operation and effectiveness of the scheme.
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