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BRANSTON JUNIOR ACADEMY
APPRAISAL POLICY
1.0
SCOPE
1.1
This procedure provides a framework for a clear and consistent assessment of employee performance, and for supporting staff development within the context of the Academy’s plan for improving educational provision and performance. It should be read in conjunction with the Pay Policy, and it also explains the process for invoking the Capability Policy where there are serious concerns about an employee’s performance that the appraisal procedure has been unable to address. 
1.2
This procedure applies to employees at all levels with the exception of those who are employed on a fixed term basis for less than one year, and newly qualified teachers during their induction year.  It does not form part of any employee’s contract of employment with the Academy and may be amended at any time (employees will be informed of any changes).
2.0
GENERAL PRINCIPLES
2.1
Appraisal in this Academy will be a supportive and developmental process designed to ensure that all employees have the skills and support they need to carry out their role effectively. It will also help employees to improve their professional practice and to achieve their career aspirations. 
2.2
The appraisal process will be managed sensitively and with confidentiality.  However this does not override the need for the Academy to quality-assure the operation and effectiveness of the appraisal system. 

2.3
The Academy is committed to ensuring consistency of treatment and fairness. It will abide by all relevant equality legislation, including the duty to consider making reasonable adjustments for disabled employees. 

2.4
The appraisal period 
The appraisal period will run for twelve months from September to August. Employees who are employed on a fixed term contract of less than one year will have their performance assessed in accordance with the principles underpinning this policy, but the length of the period will be determined by the duration of their contract. 
2.5
Appointing appraisers 
In this Academy the task of appraising the Headteacher, including the setting of objectives, will be carried out by a committee consisting of at least two members of the Governing Body. The Headteacher decides who will appraise other employees. 

2.6
Setting objectives 
Objectives for each employee will be set at or around the start of each appraisal period. The objectives will be Specific, Measurable, Achievable, Relevant and Time-bound (SMART) and will be appropriate to the employee’s role and level of experience. The appraiser and employee will seek to agree the objectives, but if they cannot agree, the appraiser will determine the objectives. Objectives may be revised during the appraisal period if circumstances change. It will usually be appropriate to include a professional development objective.
When objectives are set, it should be made clear what the success criteria will be and how performance will be assessed: that is to say, how the appraiser will judge whether the objectives have been met.  The objectives set for each employee will, if achieved, contribute to the Academy’s plans for raising standards and improving the education provided to pupils.  

2.7
Observations and other sources of evidence 
The Academy believes that observation of classroom practice and other responsibilities is a useful way to assess employees’ performance and to support Academy improvement more generally. All observation will be carried out in an open and supportive manner.  
Teachers will be regularly observed, as part of muti-faceted ‘Teaching and Learning Audits’; and all classroom observations will be carried out by those with QTS.  In addition to formal observations, the Headteacher or other senior leaders with responsibility for teaching standards may “drop in” on lessons in order to evaluate teaching and ensure that high professional standards are maintained. The duration and frequency of formal and “drop in” observations will vary depending on factors including the individual circumstances of the teacher, the needs of a particular class or subject area, and the overall objectives and priorities of the Academy. 

Other employees who have responsibilities inside or outside the classroom should also expect to have their performance of those responsibilities observed.  Performance will also be assessed by reference to appropriate information sources (such as pupil achievement data) and other evidence relevant to the employee’s job role, such as financial metrics or survey feedback.  
2.8
Performance review and feedback 
Employees will receive constructive feedback on their performance throughout the year and as soon as practicable after observation has taken place or other evidence has come to light. Feedback should acknowledge and praise areas of strength as well as highlighting any areas that need attention or where further support may be appropriate. 
Performance should be informally reviewed on a regular basis throughout the year, as part of normal management practice.  At least one formal interim review should also take place during the appraisal cycle, to assess performance against objectives and consider whether any changes need to be made. 
2.9
Performance concerns and transition to capability

Where there are concerns about any aspects of an employee’s performance, the appraiser or line manager will meet the member of staff to: 

• give clear feedback about the nature and seriousness of the concerns; 

• give the employee an opportunity to comment on and discuss the concerns; 

• decide what support can be provided to help the employee to address the concerns (such as coaching, mentoring, training or opportunities to observe best practice); 

• make clear how and when progress will be reviewed; and 

• explain the implications if no (or insufficient) improvement is made. 

This is not a formal meeting but the points above should be documented in writing after the meeting to provide clarity.

When progress is reviewed, if the appraiser or line manager is satisfied that the employee has made, or is making, sufficient improvement, the appraisal process will continue as normal, with any remaining issues being addressed through this process.  If progress is not satisfactory, the employee will be notified in writing that their performance will now be managed under the Capability Procedure and the employee will be invited to attend capability hearing. 

2.10
Annual assessment 
Each employee’s performance will be formally assessed at or around the end of each appraisal period.  The appraiser will invite the employee to an appraisal meeting, and both the appraiser and the employee will be able to provide evidence as input to the discussion.  Following the appraisal meeting the employee will receive a copy of all notes made during the meeting. This will include: 
• details of the employee’s objectives for the appraisal period in question; 

• an assessment of the employee’s performance of their role and responsibilities against their objectives and the relevant standards; 
• an assessment of the employee’s continuing professional development needs and aspirations and any action that is recommended to progress them; and
As outlined in the Pay Policy, decisions regarding pay increases for all employees, will be made with reference to the appraisal report and the pay recommendations made by the Headteacher to the Pay Committee when they meet in September each year. Members of teaching staff will be informed of any changes to their pay by 31st October which will be back dated to 1st September in line with the Academy’s Pay Policy. Members of support staff will be notified of any changes to their pay by 31st October, which will be payable from 1st April.
Employees have a right of appeal against pay progression decisions, as set out in the Pay Policy.  

The assessment of performance and an employee’s professional development needs will inform the setting of objectives for the following appraisal period. 
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Career Stage Expectations
The following matrix gives an indication of the standard of performance that the Academy expects teachers to meet in order to achieve progression up the pay scale.  This may be supplemented by specific performance objectives for all teachers, and the threshold standards for teachers who wish to be paid and to progress on the Upper Pay Range.  Teachers are not expected to evidence each aspect at their appraisal, but this may be required in the event of an appeal against a pay decision.
	CAREER STAGE EXPECTATIONS

	Professional Area
	M1-2
	M3-4
	M5-6
	UPS 1-2
	UPS 3

	Professional Practice
	All lessons good.
	All lessons good some with outstanding features.
	All lessons good many with outstanding features.
	All lessons good with outstanding features, some outstanding.
	All lessons good with outstanding features, majority outstanding.

	Professional Outcomes

(Student Progress)
	Almost all students progress in line with school expectations with evidence of monitoring, tracking and intervention
	Almost all students progress in line with school expectations with evidence of monitoring, tracking and intervention.
	Almost all students progress in line with school expectations; some exceed them with evidence of monitoring, tracking and intervention.
	All students progress in line with school expectations; some exceed them with evidence of monitoring, tracking and intervention.
	All students progress in line with school expectations; a significant proportion exceed them with evidence of monitoring, tracking and intervention .

	Professional Relationships
	Positive working relationships with students, colleagues and parents.
	Positive working relationships with students, colleagues and parents which are securely focused on improving student outcomes.
	Professional relationships with students, colleagues and parents lead to outstanding class provision.
	Plays a proactive role in improving Key Stage or Departmental teams, enhancing provision and student outcomes.
	Plays a proactive role in building whole school ethos through initiatives/projects to improve provision and student outcomes.

	Professional Development
	Able, with support, to identify key professional development needs and respond to advice and feedback. Participate in CPD. Can produce student resources with guidance.
	Take a proactive role in accessing relevant support and CPD from colleagues, able to keep up-to-date with current pedagogy. Actively participates in relevant training. Can produce effective student resources.
	Fully competent practitioner, able to keep up-to-date with current pedagogy and adapt practice accordingly. Actively participates in training and can support other colleagues. Can produce effective student resources.
	Plays a proactive role in leading the CPD of pastoral or department colleagues. Can lead colleagues in producing effective resources for students.
	Plays a proactive role in leading the CPD of pastoral or department colleagues. Where appropriate takes part in whole school developments. Can lead teams of colleagues to produce high quality resources to further enhance learning.

	Professional Conduct
	Meets all standards.
	Meets all standards.
	Meets all standards.
	Meets all standards.
	Meets all standards.


Leadership Standards
	Qualities and knowledge
	To be able to hold and articulate clear values and moral purpose, focused on providing a world-class education for the pupils in the school.

	
	To be able to demonstrate optimistic personal behaviours, positive relationships and attitudes towards their pupils and staff, and towards parents, governors and members of the local community.

	
	To be able to lead by example – with integrity, creativity, resilience, and clarity – drawing on your own scholarship, expertise and skills and that of those around them.

	
	To be able to sustain wide, current, knowledge and understanding of education and school systems locally, nationally and globally, and pursue continuous professional development. 

	
	To be able to work with political and financial astuteness, within a clear set of principles centred on the school’s vision; ably translating local and national policy into the school’s context.

	
	To be able to communicate compellingly the school’s vision and drive the strategic leadership empowering all pupils and staff to excel.

	Pupils and Staff
	To be able to demand ambitious standards for all pupils, overcoming disadvantage and advancing equality, instilling a strong sense of accountability in staff for the impact of their work on pupils’ outcomes.

	
	To be able to secure excellent teaching through an analytical understanding of how pupils learn and of the core features of successful classroom practice and curriculum design, leading to rich curriculum opportunities and pupils’ well-being.

	
	To be able to establish an educational culture of ‘open classrooms’ as a basis for sharing best practice within and between schools, drawing on and conducting relevant research and robust data analysis.

	
	To be able to create an ethos within which all staff are motivated and supported to develop their own skills and subject knowledge, and to support each other.

	
	To be able to identify emerging talents, coaching current and aspiring leaders in a climate where excellence is the standard, leading to clear succession planning.

	
	To be able to hold all staff to account for their professional conduct and practice.

	Systems and process
	To be able to ensure that the school’s systems, organisation and processes are well considered, efficient and fit for purpose, upholding the principles of transparency, integrity and probity.

	
	To be able to provide a safe, calm and well-ordered environment for all pupils and staff, focussed on safeguarding pupils and developing their exemplary behaviour in school and in the wider society.

	
	To be able to establish rigorous, fair and transparent systems and measures for managing the performance of staff, addressing any under-performance, supporting staff to improve and valuing excellent practice.

	
	To be able to welcome strong governance and actively support the governing body to understand its role and deliver its functions effectively – in particular its functions to set school strategy and hold the Headteacher to account for pupil, staff and financial performance.

	
	To be able to exercise strategic, curriculum-led financial planning to ensure the equitable deployment of budgets and resources, in the best interests of pupils’ achievement and the school’s sustainability.

	
	To be able to distribute leadership throughout the organisation, forging teams of colleagues who have distinct roles and responsibilities and hold each other to account for their decision making.

	The self-improving school system
	To be able to create outward-facing schools which work with other schools and organisations – in a climate of mutual challenge – to champion best practice and secure excellent achievements for all.

	
	To be able to develop effective relationships with fellow professionals and colleagues in other public services to improve academic and social outcomes for all pupils.

	
	To be able to challenge educational orthodoxies in the best interests of achieving excellence, harnessing the findings of well evidenced research to frame self-regulating and self-improving schools.

	
	To be able to shape the current and future quality of the teaching profession through high quality training and sustained professional development for all staff.

	
	To be able to model entrepreneurial and innovative approaches to school improvement, leadership and governance, confident of the vital contribution of internal and external accountability.

	
	To be able to inspire and influence others – within and beyond schools – to believe in the fundamental importance of education in young people’s lives and to promote the value of education.


Post Threshold Standards

Before assessing whether a Teacher meets the post-Threshold Standards, the Headteacher must first be satisfied that the teacher meets the Teachers Standards. If these are being met, then the Headteacher can go on to assess against the Post-Threshold Standards.

Post Threshold Standards

Professional Attributes

	Frameworks
	P1
	Contribute significantly, where appropriate, to implementing workplace policies and practice and to promoting collective responsibility for their implementation.


Professional Knowledge and Understanding

	Teaching and Learning
	P2
	Have an extensive knowledge and understanding of how to use and adapt a range of teaching, learning and behaviour management strategies, including how to personalize learning to provide opportunities for all learners to achieve their potential.

	Assessment and Monitoring
	P3
	Have an extensive knowledge and well-informed understanding of the assessment requirements and arrangements for the subjects/curriculum areas they teach, including those related to public examinations and qualifications.

	Assessment and Monitoring
	P4
	Have up to date knowledge and understanding of the different types of qualifications and specifications and their suitability for meeting learners’ needs. 

	Subjects and Curriculum
	P5
	Have a more developed knowledge and understanding of their subjects/curriculum areas and related pedagogy including how learning progresses with them.

	Health and well-being
	P6
	Have sufficient depth of knowledge and experience to be able to give advice on the development and well-being of children and young people.


Professional Skills

	Planning
	P7
	Be flexible, creative and adept at designing learning sequences within lessons and across lessons that are effective and consistently well matched to learning objectives and the needs of the learners and which integrate recent developments, including those relating to subject/curriculum knowledge.

	Teaching
	P8
	Have teaching skills, which lead to learners achieving well relative to their prior attainment, making progress as good as, or better than, similar learners nationally.

	Team working and collaboration
	P9
	Promote collaboration and work effectively as a team member.



	
	P10
	Contribute to the professional development of colleagues through coaching and mentoring, demonstrating effective practice, and providing advice and feedback.


Post Threshold Application Information
All those wishing to apply for Post Threshold must meet the Teachers Standards and be able to prove that they meet the Post Threshold Standards.

· Provide succinct examples from the last 2 years, of your achievements and expertise in relation to each of the standards. You are not required to produce separate examples for each standard, although nothing prevents you from doing so. Similarly, you may use the same example more than once if you feel it is appropriate. It is important, however, that the evidence you provide must, when taken as a whole, show that you meet all post-Threshold standards.

· You need to make sure that the evidence you cite, is from a period of 2 years, leading up to and including the date of request for application OR
· If the evidence is relying on less recent or aggregated evidence because of an absence in teaching, the evidence should cover a period of 2 years in the 5 years leading up to and including the date of request for application.

Analysis of Post Threshold Application
Name of Staff: __________________
Date Application received: ______________

Decision: ______________________

Date replied: _____________________

Does the member of staff regularly demonstrate that they meet the Teachers Standards?



Yes – now assess against Post Threshold Standards



No – Post Threshold Application process stopped

	Post Threshold Standards
	Achieved?
	Comments (if appropriate)

	Professional Attributes
	Frameworks
	P1
	Contribute significantly, where appropriate, to implementing workplace policies and practice and to promoting collective responsibility for their implementation.
	
	

	Professional Knowledge and Understanding
	Teaching and Learning
	P2
	Have an extensive knowledge and understanding of how to use and adapt a range of teaching, learning and behaviour management strategies, including how to personalize learning to provide opportunities for all learners to achieve their potential.
	
	

	
	Assessment and Monitoring
	P3
	Have an extensive knowledge and well-informed understanding of the assessment requirements and arrangements for the subjects/curriculum areas they teach, including those related to public examinations and qualifications.
	
	

	
	Assessment and Monitoring
	P4
	Have up to date knowledge and understanding of the different types of qualifications and specifications and their suitability for meeting learners’ needs. 
	
	

	
	Subjects and Curriculum
	P5
	Have a more developed knowledge and understanding of their subjects/curriculum areas and related pedagogy including how learning progresses with them.
	
	

	
	Health and 

well-being
	P6
	Have sufficient depth of knowledge and experience to be able to give advice on the development and well-being of children and young people.
	
	

	Professional Skills
	Planning
	P7
	Be flexible, creative and adept at designing learning sequences within lessons and across lessons that are effective and consistently well matched to learning objectives and the needs of the learners and which integrate recent developments, including those relating to subject/curriculum knowledge.
	
	

	
	Teaching
	P8
	Have teaching skills, which lead to learners achieving well relative to their prior attainment, making progress as good as, or better than, similar learners nationally.
	
	

	
	Team working and collaboration
	P9
	Promote collaboration and work effectively as a team member.


	
	

	
	
	P10
	Contribute to the professional development of colleagues through coaching and mentoring, demonstrating effective practice, and providing advice and feedback.
	
	


Teacher’s Standards
	Preamble:

Teachers make the education of their pupils their first concern, and are accountable for achieving the highest possible standards in work and conduct.

Teachers act with honesty and integrity; have strong subject knowledge, keep their knowledge and skills as teachers up-to-date and are self-critical; forge positive professional relationships; and work with parents in the best interests of their pupils.


	Part 1: TEACHING

A teacher must:

1) Set high expectations which inspire, motivate and challenge pupils.

2) Promote good progress and outcomes by pupils.

3) Demonstrate good subject knowledge and curriculum knowledge.

4) Plan and teach well-structured lessons.

5) Adapt teaching to respond to the strengths and needs of all pupils.

6) Make accurate and productive use of assessment.

7) Manage behaviour effectively to ensure a good and safe learning environment.

8) Fulfil wider professional responsibilities.


	Part 2: PERSONAL AND PROFESSIONAL CONDUCT

A teacher is expected to demonstrate consistently high standards of personal and professional conduct. The following statements define the behaviour and attitudes which set the required standard for conduct throughout a teacher’s career.

Teachers uphold public trust in the profession and maintain high standards of ethics and behaviour, within and outside school, by:

· Treating pupils with dignity, building relationships rooted in mutual respect, and at all times observing proper boundaries appropriate to a teacher’s professional position.

· Having regard for the need to safeguard pupils’ well-being, in accordance with statutory provisions.

· Showing tolerance of and respect for the rights of others.

· Not undermining fundamental British values, including democracy, the rule of law, individual liberty and mutual respect, and tolerance of those with different faiths and beliefs.

· Ensuring that personal beliefs are not expressed in ways which exploit pupils’ vulnerability or might lead them to break the law.

Teachers must have proper and professional regard for the ethos, policies and practices of the school in which they teach, and maintain high standards in their own attendance and punctuality.

Teachers must have an understanding of, and always act within, the statutory frameworks which set out their professional duties and responsibilities.




Part 1: TEACHING

	1) Set high expectations which inspire, motivate and challenge pupils.

	Establish a safe and stimulating environment for pupils, rooted in mutual respect.
	

	Set goals that stretch and challenge pupils of all backgrounds, abilities and dispositions.
	

	Demonstrate consistently the positive attitudes, values and behaviour which are expected of pupils.
	

	2) Promote good progress and outcomes by pupils.

	Be accountable for pupils’ attainment, progress and outcomes.
	

	Plan teaching to build on pupils’ capabilities and prior knowledge.
	

	Guide pupils to reflect on the progress they have made and their emerging needs.
	

	Demonstrate knowledge and understanding of how pupils learn and how this impacts on teaching.
	

	Encourage pupils to take a responsible and conscientious attitude to their own work and study.
	

	3) Demonstrate good subject and curriculum knowledge.

	Have a secure knowledge of the relevant subject(s) and curriculum areas, foster and maintain pupils’ interest in the subject, and address misunderstandings.
	

	Demonstrate a critical understanding of developments in the subject and curriculum areas, and promote the value of scholarship.
	

	Demonstrate an understanding of and take responsibility for promoting high standards of literacy, articulacy and the correct use of standard English, whatever the teacher’s specialist subject.
	

	If teaching early reading, demonstrate a clear understanding of systematic synthetic phonics.
	

	If teaching early mathematics, demonstrate a clear understanding of appropriate teaching strategies.
	

	4) Plan and teach well-structured lessons.

	Impart knowledge and develop understanding through effective use of lesson time.
	

	Promote a love of learning and children’s intellectual curiosity.
	

	Set homework and plan other out-of-class activities to consolidate and extend the knowledge and understanding pupils have acquired.
	

	Reflect systematically on the effectiveness of lessons and approaches to teaching.
	

	Contribute to the design and provision of an engaging curriculum within the relevant subject area(s).
	


	5) Adapt teaching to respond to the strengths and needs of all pupils.

	Know when and how to differentiate appropriately, using approaches which enable pupils to be taught effectively.
	

	Have a secure understanding of how a range of factors can inhibit pupils’ ability to learn, and how best to overcome these.
	

	Demonstrate an awareness of the physical, social and intellectual development of children, and know how to adapt teaching to support pupils’ education at different stages of development.
	

	Have a clear understanding of the needs of all pupils, including those with special educational needs; those of high ability; those with English as an additional language; those with disabilities; and be able to use and evaluate distinctive teaching approaches to engage and support them.
	

	6) Make accurate and productive use of assessment.

	Know and understand how to assess the relevant subject and curriculum areas, including statutory assessment requirements.
	

	Make use of formative and summative assessment to secure pupils’ progress.
	

	Use relevant data to monitor progress, set targets, and plan subsequent lessons.
	

	Give pupils regular feedback, both orally and through accurate marking, and encourage pupils to respond to the feedback.
	

	7) Manage behaviour effectively to ensure a good and safe learning environment.

	Have clear rules and routines for behaviour in classrooms, and take responsibility for promoting good and courteous behaviour both in classrooms and around the school, in accordance with the school’s behaviour policy.
	

	Have high expectations of behaviour, and establish a framework for discipline with a range of strategies, using praise, sanctions and rewards consistently and fairly.
	

	Manage classes effectively, using approaches which are appropriate to pupils’ needs in order to involve and motivate them.
	

	Maintain good relationships with pupils, exercise appropriate authority, and act decisively when necessary.
	

	8) Fulfil wider professional responsibilities

	Make a positive contribution to the wider life and ethos of the school.
	

	Develop effective professional relationships with colleagues, knowing how and when to draw on advice and specialist support.
	

	Deploy support staff effectively.
	

	Take responsibility for improving teaching through appropriate professional development, responding to advice and feedback from colleagues.
	

	Communicate effectively with parents with regard to pupils’ achievements and well-being.
	


TEACHING ASSISTANT STANDARDS
	Purpose of the standards:

The Professional Standards for Teaching Assistants (2016) define high standards which are applicable to all teaching assistant roles in a self-improving school system. The main purpose of these standards is to raise the status and professionalism of teaching assistants and to position their role within a community of professionals, including teachers and school leaders, all working together to improve outcomes for children.


	The role of the teaching assistant:

Teaching assistants are an integral part of the school workforce representing a substantial investment of school funding. Teaching assistants should act with honesty and integrity to uphold comparable standards to other education professionals, in order to make the education of pupils their first concern By demonstrating values and behaviours consistent with their professional role, teaching assistants work with other education professionals within a common framework of expectations.


	Theme 1: PERSONAL AND PROFESSIONAL CONDUCT

	Having proper and professional regard for the ethos, policies and practices of the school in which they work as professional members of staff.
	

	Demonstrating positive attitudes, values and behaviours to develop and sustain effective relationships with the school community.
	

	Having regards for the need to safeguard pupils’ well-being by following relevant statutory guidance along with school policies and practice.
	

	Upholding values consistent with those required from teachers by respecting individual differences and cultural diversity.
	

	Committing to improve their own practice through self-evaluation and awareness.
	

	Theme 2: KNOWLEDGE AND UNDERSTANDING

	Share responsibility for ensuring that their own knowledge and understanding is relevant and up to date by reflecting on their own practice, liaising with school leaders, and identifying relevant professional development to improve personal effectiveness.
	

	Take opportunities to acquire the appropriate skills, qualifications, and/or experience required for the teaching assistant role, with support from the school/employer.
	

	Demonstrate expertise and skills in understanding the needs of all pupils (including specialist expertise as appropriate) and know how to contribute effectively to the adaptation and delivery of support to meet individual needs.
	

	Demonstrate a level of subject and curriculum knowledge relevant to their role and apply this effectively in supporting teachers and pupils.
	

	Understand their roles and responsibilities within the classroom and whole school context recognising that these may extend beyond a direct support role.
	


	Theme 3: TEACHING AND LEARNING

	Demonstrate an informed and efficient approach to teaching and learning by adopting relevant strategies to support the work of the teacher and increase achievement of all pupils including, where appropriate, those with special educational needs and disabilities.
	

	Promote, support and facilitate inclusion by encouraging participation of all pupils in learning and extracurricular activities.
	

	Use effective behaviour management strategies consistently in line with the school’s policy and procedures.
	

	Contribute to effective assessment and planning by supporting the monitoring, recording and reporting of pupil performance and progress as appropriate to the level of the role.
	

	Communicate effectively and sensitively with pupil to adapt to their needs and support their learning.
	

	Maintain a stimulating and safe learning environment by organising and managing physical teaching space and resources.
	

	Theme 4: WORKING WITH OTHERS

	Recognise and respect the role and contribution of other professionals, parents and carers by liaising effectively and working in partnership with them.
	

	With the class teacher, keep other professionals accurately informed of performance and progress or concerns they may have about the pupils they work with.
	

	Understand their responsibility to share knowledge to inform planning and decision making.
	

	Understand their role in order to be able to work collaboratively with classroom teachers and other colleagues, including specialist advisory teachers.
	

	Communicate their knowledge and understanding of pupils to other school staff and education, health and social care professionals, so that informed decision making can take place on intervention and provision.
	


TA1 JOB DESCRIPTION
	1
	PURPOSE OF JOB:

	
	To work with individual children having special or particular needs, in accordance with the child’s statement where appropriate, and/or groups of children, as directed by the teacher.

To provide support to the Headteacher/Teacher/SENDCo across a range of child centred activities, to promote child development and learning.



	2
	MAIN RESPONSIBILITIES, TASKS AND DUTIES:

	
	School Related:

· Act in accordance with school policies and prcedures and relevant legislation, particularly in relation to child protection and behaviour management.

· Assist with the planning and preparation of activities, and in the delivery of local and national initiatives; eg; literacy and numeracy.

· Participate in the preparation of the classroom.

· Monitor children’s needs and reporting these to a designated person.

· Keep records as required by the school.

· Have familiarity with all relevant staments of special educational needs specific to the child.

	
	Child Related:

· Promote development and learning (physical, emotiona, educational and social). Foster growth, self-esteem and independence, observe and record development.
· Support those with special educational needs.
· Carry out reasonable daily personal care’hygiene duties and administer basic first aid.
· Assist with the movement of children in and around the school.

	3
	MANAGEMENT OF PEOPLE

	
	Supervision of people:

No direct line management responsibiltiies, but is required to occasionally demonstrate duties, give advice and guidance to employees, students or trainees.

	4
	CREATIVITY AND INNOVATION

	
	Required to be creative when assisting with planning of activities.

	5
	CONTACTS AND RELATIONSHIPS

	
	Direct contact with children and their parents/carers, other employees at the Academy.  Liaise with other professionals under the supervision/guidance of the teacher.

	6
	DECISIONS

	
	Discretion:

The postholder must act in accordance with school policies and procedures and relevant legislation, particularly in relation to child protection and behaviour management.



	
	Consequences:

Any errors should be easily identified and rectified.

	7
	RESOURCES

	
	Learning resources.

	8
	WORK ENVIRONMENT

	
	Work Demands:

Subjected to conflicting priorities due to curriculum and care needs.

	
	Physical Demands:

Subjected to considerable physical demands due, for example, to height of furniture.

	
	Working Conditions:

School based and may be required to undertake reasonable duties of a personal nature.

	
	Work Context:

Potential risk to well being through hygiene duties and possible aggression from pupils/parents/carers.

	9
	KNOWLEDGE AND SKILLS

	
	Formal qualifications are not essential for this role, however, the postholder should have the ability to communicate effectively with children and adults, be able to empathise with children and work as part of a team.

Desirable for the postholder to have GCSE or equivalent in Maths, English or equivalent level of competency.

	10
	GENERAL

	
	Job Evaluation:

This job description has been compied to allow the job to be evaluated using the GLEA Job Evaluation scheme as adopted by the County Council.

	
	Other Duties:

The duties and responsibilities in this job description are not exhaustive. The postholder may be required to undertake other duties that may be required from time to time within the general scope of the post. Any such duties should not substantially change the general character of the post. Duties and responsibilities outside of the general scope of this grade of post will be with the consent of the postholder.

	
	Equal Opportunities:

The postholder is required to carry out the duties in accordance with Branston Junior Academy Equal Opportunities policies.

	
	Health and Safety:

The postholder is required to carry out the duties in accordance with Branston Junior Academy Health and Safety policies and procedures.

	
	All school staff have a responsibility to safeguard and promote the welfare of children and young people within the Academy.


TA2 JOB DESCRIPTION

	1
	PURPOSE OF JOB:

	
	To work with children and young people as directed, providing support to the headteacher, teacher and SENDCo across a range of child-centred activities which promote child development and learning. To take responsibility for some specific tasks.



	2
	MAIN RESPONSIBILITIES, TASKS AND DUTIES:

	
	School Related:

· Act in accordance with school policies and prcedures and relevant legislation, particularly in relation to child protection and behaviour management.

· Be responsible for particular learning areas, including planning and preparation of activities and meeting appropriate deadlines.

· Assist with planning for school visits.

· Contribute to the development of Individual Education Plans.

· Be responsible for specialist equipment.

· Help organise and participate in meetings with parents/carers.

	
	Child Related:

· Assist identified pupils in and out of the classroom.

· Prepare work programmes for groups of pupils for ecample Literacy and Numeracy.

	
	The following items are taken from the TA1 Job Description and are also expected to be carried out by a person employed in a TA2 post.

	
	School Related:

· Assist with the planning and preparation of activities, and in the delivery of local and national initiatives; eg; literacy and numeracy.

· Monitor children’s needs and reporting these to a designated person.

· Keep records as required by the school.

· Have familiarity with all relevant staments of special educational needs specific to the child.

	
	Child Related:

· Promote development and learning (physical, emotiona, educational and social). Foster growth, self-esteem and independence, observe and record development.

· Support those with special educational needs.

· Carry out reasonable daily personal care’hygiene duties and administer basic first aid.

· Assist with the movement of children in and around the school.

	3
	MANAGEMENT OF PEOPLE

	
	Supervision of people:

No direct line management responsibiltiies, but is required to support other Teaching Assistants which may include being shadowed or assisting with induction.

	4
	CREATIVITY AND INNOVATION

	
	Required to follow policies and procedures but may need to be creative when making suggestions to resolve a child-centred problem and when assisting with developing activities.

	5
	CONTACTS AND RELATIONSHIPS

	
	Direct contact with children and their parents/carers, other employees at the Academy. Liaise with other professionals on behalf of the teacher, headteacher or SENDCo.

	6
	DECISIONS

	
	Discretion:

Required to act in accordance with school policies and procedures and relevant legislation, particularly in relation to child protection and behaviour management.

	
	Consequences:

Impact on service to a child or group of children within the Academy, errors should be easily identified and rectified.

	7
	RESOURCES

	
	Learning resources.

	8
	WORK ENVIRONMENT

	
	Work Demands:

Subjected to conflicting priorities due to curriculum and care needs.

	
	Physical Demands:

Subjected to considerable physical demands due, for example, to height of furniture.

	
	Working Conditions:

School based and may be required to undertake reasonable duties of a personal nature.

	
	Work Context:

Potential risk to well being through hygiene duties and possible aggression from pupils/parents/carers.

	9
	KNOWLEDGE AND SKILLS

	
	GCSE or equivalent in Maths and English.
NVQ 2 or equivalent.

2 years relevant experience.

	10
	GENERAL

	
	Job Evaluation:

This job description has been compied to allow the job to be evaluated using the GLEA Job Evaluation scheme as adopted by the County Council.

	
	Other Duties:

The duties and responsibilities in this job description are not exhaustive. The postholder may be required to undertake other duties that may be required from time to time within the general scope of the post. Any such duties should not substantially change the general character of the post. Duties and responsibilities outside of the general scope of this grade of post will be with the consent of the postholder.

	
	Equal Opportunities:

The postholder is required to carry out the duties in accordance with Branston Junior Academy Equal Opportunities policies.

	
	Health and Safety:

The postholder is required to carry out the duties in accordance with Branston Junior Academy Health and Safety policies and procedures.

	
	All school staff have a responsibility to safeguard and promote the welfare of children and young people within the Academy.


Professional Standards for Midday Supervisors

· A midday supervisor is key to ensuring the pupils during a lunch time, are in the right place at the right time, are fed in a friendly and safe environment and get the best out of their lunch breaks.

· Midday supervisors are often engaged in a variety of roles within the school outside of the lunch break and can provide an excellent link between the catering team and the wider school. in the dining room they ensure the friendly, effective and efficient service of lunch and outside of the dining area may control games areas, playgrounds or other activities.

· The midday supervisor provides the structure for the lunch break and food service and building a rapport with the catering team, pupils and teaching staff is essential to a great operation. They bring the desired culture into the dining room and make the lunch experience enjoyable and structured, enabling play time, facilitating food service and building social skills of the pupils.

	Element
	Knowledge - Know it!
	Skills - Show it!
	Behaviours - Live it!

	Encourage behaviours and manage activities of pupils
	Know how to lay out the dining area and equipment to make the best use of the space and run the best meal service.

Know the signs to look for in pupils to recognise when extra help may be required.

Know safe and acceptable methods for controlling behaviour of pupils in line with school policies and procedures.

Know how to engage pupils to promote and encourage good behaviour, inclusion and participation.
	Work with the catering team to ensure the dining room is ready for the pupils when they arrive.

Work with the catering and school team members to identify pupils who may need extra help during the meal or during activities.

Identify and reward good behaviour and address bad behaviour in accordance with the school’s policies and procedures.

Develop a good rapport with pupils at meal time and during activities to ensure all feel valued and included.
	Make the dining room attractive within the limits of the school and facilities.

Anticipate and respond to individual pupils, changing approach as required for each pupil, using the support of team members when needed.

Positively encourage good behaviours, provide a fair and tolerant midday service where pupils understand the rules and follow them.

Set the dining experience through the eyes of the child and build a rapport with pupils so they trust and respect midday supervisors and the catering team.

	Safeguarding and confidentiality
	Know the types of sensitive data that may be required in the catering operation for pupils in the dining area and how this must be used and stored in adherence to data protection.

Know the organisation’s safeguarding policy and procedures.

Know what to look for to identify potential safeguarding situations.
	Receive, store and sue confidential data relating to pupils within own area of responsibility.

Watch for indications of potential safeguarding issues and report immediately in line with organisational policies and procedures.
	Take a proactive approach to safeguarding, ensuring effective ongoing communication with relevant parties to ensure the safety and welfare of pupils.

	Nutrition and allergens
	Understand what constituted a healthy balanced meal in line with the food-based standards and guidance and why these are important.

Know common food allergens and how the school and school caterers manage them, including the role of the midday supervisor.
	Encourage pupils to choose and eat a balanced meal, explaining to them how and why different foods are good for them.

Identify allergens in school food, communicate with school caterers and ensure pupils with allergies eat accordingly.
	Know what food is on offer, what it contains, manage pupils’ choices to ensure they get a balanced meal and help pupils learn about why it is important.

	First Aid
	Know what to do if first aid or medical assistance is required.
	Deal with medical incidents efficiently and considerately in line with policies and procedures. 
	Show empathy when dealing with first aid issues.

	Health, safety and hygiene
	Know how to work with the catering team to organise the dining room service in the quickest and safest way.

Know the requirements for daily health and safety checks of the dining area, equipment, heating and lighting.

Identify the personal hygiene standards, food safety practices and procedures required and understand the importance of following them.
	Guide the pupils through each stage of the meal service in a fast and safe way, assisting when needed.

Check the dining area to make sure it is safe, dealing with any hazards that are found, encourage safe behaviour from pupils.

Maintain a clean and hygienic dining room environment ay all times, dealing with hazards as they occur and ensuring food safety procedures are followed at all times.
	Work with pupils to give them a positive, efficient and safe meal service.

Lead by example showing pupils how to be healthy and safe.

Have high personal hygiene standards and demonstrate a clean work area ethic at all times.

	Teamwork and culture
	Know and understand how to communicate with pupils, catering team members, school staff and other stakeholders.

Understand the principles of team work and how own role fits into the catering and school team structures to achieve aims and objectives.

Recognise where conflict exists and understand how it can be prevented and resolved.
	Use different types of communication depending on the situation and who you are communicating with to ensure the message is transmitting correctly.

Work consistently with catering team and school staff to ensure the whole school approach to school catering.

Identify conflicts and misunderstandings quickly and work on a solution that avoids disruption to the organisation.
	Tailor communication individually to each person, whether they are a pupil, team member of other stakeholder.

Encourage good team work with colleagues, improving working relationships whenever possible and becoming the bridge between the school, pupils and catering teams.

Be able to step back and consider where conflicts and misunderstandings have started and the best way to deal with them based on the people involved.


Professional Standards for School Business Management and Administration.
SKILLS, KNOWLEDGE, UNDERSTANDING:
	Focus
	Overview
	Functions

	Leading Support Services
	Lead, develop and coordinate support services, or your specialist function(s), to support outcomes for pupils across the school/trust by providing high-quality solutions.
	· Strategic direction

· Provide leadership

· Appropriate use of public funds

· Operational effectiveness

· Service coordination

· Policy, procedure and process

· Legal, ethical and social context of governance

· Health, safety and risk

· Safeguarding

· Continuing Professional Development (CPD)

· Professional values and ethics

	Procurement
	Procure goods and services on a value-for-money basis (economy, efficiency and effectiveness) to support education delivery within the context of regulatory frameworks and legislation.
	· Procurement strategy

· Benchmarking

· Tender management

· Collaborative buying

· Contract and supplier management

· Exit and re-procurement/closedown

· Joint arrangements

· Statutory frameworks and legislation including OJEU (Official Journal of the European Union)

	Infrastructure
	Ensure the fundamental facilities and services necessary for the school/trust to function are maintained to drive sustainability, support teaching and learning excellence, assist in expansion and support community engagement.
	· Asset management planning

· Space planning

· Strategic capital planning

· Capital projects

· Resources and facilities management

· Grounds maintenance

· ICT

	Human Resources
	Human resource management ensuring regulatory and legal compliance. Managing, supporting and developing staff to ensure delivery of the school’s/trust’s strategic priorities in line with the vision and School Improvement Plan (SIP).
	· School/trust design

· Workforce planning

· Performance management and Continuing Professional Development (CPD)

· Human resource management

	Marketing
	Ensure the development of a marketing and communication strategy which promotes the school/trust and defines the brand, aims and goals. Develop pupil recruitment, stakeholder engagement via appropriate communication channels and maximise income generation.


	· Strategy

· Brand management

· Communication and promotions

· Income generation

	Finance 
	Ensure the effective management, reporting and recording of the school’s/trust’s finances, including budget planning, monitoring, control and communication of financial information for decision-making.
	· Manage school/trust finances

· Develop and implement strategy to resource and deliver the school’s/trust’s strategic objectives

· Influence business/finance decisions

· Lead the promotion of good financial management

· Lead and direct a finance function that is resourced to be 'fit for purpose'

· Champion economy, efficiency, and effectiveness


BEHAVIOURS
	Change catalyst

Curious and experimental, with the determination to methodically apply a vision of what will make a difference to the school/trust.
	Decision maker

Understands and analyses data and information to identify options, make recommendations and deliver evidence-based and timely decisions.
	Skilled negotiator

Ability to work across diverse stakeholder groups and influence decisions to ensure engagement and support to achieve the school/trust aims and objectives.

	Collaborative

Works inclusively and effectively, with both internal and external stakeholders.
	Resilient

Shows an ability to use existing resources to overcome challenges and creates new and effective solutions in the face of adversity.
	Challenger

Demonstrates courage, emotional intelligence, integrity and confidence to challenge others even if confronted with resistance.


TIERS
	Tier
	Practice
	Knowledge
	Understanding

	1
	Practice at this level is likely to include, but not be limited to, making contributions to a process or a project with some direct responsibility for an area of work or an element of a team. 
	Knowledge at this level focuses on the immediate skills and understanding needed to perform defined tasks. 
	Basic understanding of the context/purpose of tasks undertaken.

	2
	Practice at this level is likely to include, but not be limited to, supervision of a team, a process or a project with supervisory responsibilities for an individual or a team discharging a task or function. 
	Knowledge at this level facilitates operational competency across a number of interrelated tasks and professional disciplines. 
	Broad understanding of the context/purpose of tasks undertaken.

	3
	Practice at this level is likely to include, but not be limited to, the management of a team, processes or projects with management accountability for an individual or a team discharging a task or function. 
	Knowledge at this level results in strong technical competency across a number of interrelated tasks and professional disciplines. 
	Firm understanding of the strengths of the school/trust.

	4
	Practice at this level is likely to include, but not be limited to, high levels of accountability for strategic leadership and/or  specialist knowledge (mastery) across defined areas of the school/trust, and a commitment to a self-improving sector through system leadership. 
	Knowledge at this level represents technical mastery of specific professional discipline(s) and the ability to pass on that mastery to others. 
	Profound understanding of the wider context in which the school/trust operates.


BRANSTON JUNIOR ACADEMY: TEACHER APPRAISAL

	Name of Staff Member 
	

	Name of Reviewer
	

	Current Pay Point
	

	Date of initial meeting
	

	Dates of Lesson Observations
	

	Date of mid-year review
	

	Date of final review meeting
	


AREAS FOR PROFESSIONAL DEVELOPMENT

	PROFESSIONAL DEVELOPMENT (Linked to Skills Audit)

	
	Met

Part Met

Not Met

	PUPIL PROGRESS (Linked to whole-school data analysis)

	
	Met

Part Met

Not Met

	SCHOOL IMPROVEMENT (Linked to School Development Plan)

	
	Met

Part Met

Not Met


	RESOURCES TO SUPPORT THE OBJECTIVES

	


	DEVELOPMENT AND TRAINING

	


Reviewer:  _______________________

Teacher: ______________________

MID-YEAR REVIEW

Including information from:

Book Scrutinies, TLA Audits, Lesson Observations, Data Analysis, Classroom Environment, Subject Development

	AREAS OF PARTICULAR SUCCESS

	

	AREAS FOR FURTHER DEVELOPMENT

	

	STAFF MEMBER’S COMMENTS

	

	REVIEWERS STATEMENT

	


FINAL REVIEW

	AREAS OF PARTICULAR SUCCESS

	

	AREAS FOR FURTHER DEVELOPMENT

	

	STAFF MEMBER’S COMMENTS

	

	REVIEWERS STATEMENT

	


Reviewer: _______________________

Teacher: ______________________

BRANSTON JUNIOR ACADEMY: TEACHING ASSISTANT APPRAISAL

	Name of Staff Member 
	

	Name of Reviewer
	

	Current Pay Point
	

	Date of initial meeting
	

	Dates of Observations / walk-rounds
	

	Date of mid-year review
	

	Date of final review meeting
	


AREAS FOR PROFESSIONAL DEVELOPMENT

	PROFESSIONAL DEVELOPMENT (Linked to Skills Audit)

	
	Met

Part Met

Not Met

	PUPIL PROGRESS (Linked to whole-school data analysis)

	
	Met

Part Met

Not Met

	SCHOOL IMPROVEMENT (Linked to School Development Plan)

	
	Met

Part Met

Not Met


	RESOURCES TO SUPPORT THE OBJECTIVES

	


	DEVELOPMENT AND TRAINING

	


Reviewer:  ____________________

Teaching Assistant: ____________________

MID-YEAR REVIEW

Including information from:

TLA Audits, Observations and walk-rounds, Data Analysis, Intervention Scrutinies
	AREAS OF PARTICULAR SUCCESS

	

	AREAS FOR FURTHER DEVELOPMENT

	

	STAFF MEMBER’S COMMENTS

	

	REVIEWERS STATEMENT

	


FINAL REVIEW

	AREAS OF PARTICULAR SUCCESS

	

	AREAS FOR FURTHER DEVELOPMENT

	

	STAFF MEMBER’S COMMENTS

	

	REVIEWERS STATEMENT

	


Reviewer: ____________________

Teaching Assistant: ______________________

BRANSTON JUNIOR ACADEMY: MSA / Admin APPRAISAL

	Name of Staff Member 
	

	Name of Reviewer
	

	Current Pay Point
	

	Date of initial meeting
	

	Dates of Observations (if appropriate)
	

	Date of mid-year review
	

	Date of final review meeting
	


AREAS FOR PROFESSIONAL DEVELOPMENT

	PROFESSIONAL DEVELOPMENT (Linked to Skills Audit)

	
	Met

Part Met

Not Met

	SCHOOL IMPROVEMENT (Linked to School Development Plan)

	
	Met

Part Met

Not Met


	RESOURCES TO SUPPORT THE OBJECTIVES

	


	DEVELOPMENT AND TRAINING

	


Reviewer:  ____________________

Member of Staff: ____________________

MID-YEAR REVIEW

Including information from: Observations and walk-rounds, PD,B&W Audit.
	AREAS OF PARTICULAR SUCCESS

	

	AREAS FOR FURTHER DEVELOPMENT

	

	STAFF MEMBER’S COMMENTS

	

	REVIEWERS STATEMENT

	


FINAL REVIEW

	AREAS OF PARTICULAR SUCCESS

	

	AREAS FOR FURTHER DEVELOPMENT

	

	STAFF MEMBER’S COMMENTS

	

	REVIEWERS STATEMENT

	


Reviewer: ____________________

Member of Staff: ______________________

Appraisal at Branston Junior Academy


(See TLA Booklet for Observation sheets)
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