Exemplars


What Performance Management objectives might look like for SMSAs?

	Objectives
	Task/Action
	Performance Review Outcomes

	What you need to achieve, linked to school improvement plan.
	What you intend to do to achieve your objectives.
	What you will use to measure how well you are achieving.

	Supervision and control of pupils in dining hall.


	Organising dinner queue.

Ensuring good behaviour and calm atmosphere.

Encourage pupils to eat.

Ensuring pupils tidy/clear up.

Cleaning up spillages.
	Order and disciplined maintained effectively.

Introduce sticker reward scheme for good behaviour.

Lunch eaten well by all pupils.

Dining Hall cleared appropriately after lunch.

Spillages cleared up effectively and in timely manner.

	Supervision and control of pupils in playground.
	Supervision of children during lunch.

Challenging any strangers on site.
	Ensure that co-operative play is occurring.

Devising wet play games.

Ensuring inclusive play.

Ensuring children’s safety.

Vigilance of children is maintained and strangers challenged.

	Working co-operatively as member of SMSAs team.
	Good timekeeping and attendance record.

Completion of individual tasks.

Assisting other team members.
	Timekeeping and Attendance good.

Tasks undertaken with minimum supervision.

Gives assistance to other team members without being asked.
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What Performance Management might look like for Cleaners?

	Objectives
	Task/Action
	Performance Target

	What you need to achieve, linked to school improvement plan.
	What you intend to do to achieve your objectives.
	What you will use to measure how well you are achieving.

	Cleaning designated areas.
	Removing waste to designated areas.

Wiping, polishing & cleaning surfaces.

Vacuuming and mopping floors.

Cleaning up spillages.

Cleaning toilets.

Replenishing disposable items.
	Public image of school enhanced.

The learning environment is safe and attractive.

High standards of cleaning maintained.

All areas assigned cleaned in a timely manner.

Litter and graffiti minimal.

No complaints from staff.

	Securing safe storage of school equipment and materials.
	Ensuring security within school.

Ensuring safe storage.

Notifying site supervisor of any breakages or hazards.
	Standards of security maintained.

No complaints from other staff.

	Working co-operatively as member of cleaning team.
	Good timekeeping and attendance record.

Completion of individual tasks.

Assisting other team members.
	Timekeeping and Attendance good.

Tasks undertaken with minimum supervision.

Gives assistance to other team members without being asked.


What Performance Management might look like for an administrator ?

	Objectives
	Task/Action
	Performance Target

	What you need to achieve, linked to school improvement plan.
	What you intend to do to achieve your objectives.
	What you will use to measure how well you are achieving.

	Ensure accountability in the management of school finances.
	Maintaining school’s finance system.
	The headteacher and Governing body have correct financial information.

Managing budget information effectively.

	Ensure school office provides admin support for teaching, learning, and management of resources.
	Ensuring smooth running of school office.
	Admin team supported and managed to ensure cover and work prioritised.

Admin services provided effectively and any improvements identified.

All requests or enquires dealt with correctly and courteously.

The school has a professional face.

Atmosphere at the school is welcoming to pupils, visitors parents and colleagues.

	Ensure the school database is accurate and secure for staff and pupils.
	Maintaining school database.
	Ability to produce accurate and timely data.

Information flow supports teaching and learning.

	Ensure appropriate admin staff in place to cover office tasks.
	Assisting with recruitment.
	Admin vacancies filled in accordance with agreed procedures.

Rountine events managed with minimal intervention/ supervision.

	Working co-operatively as member of admin team.
	Good timekeeping and attendance record.

Completion of individual tasks

Assisting other team members
	Timekeeping and Attendance good.

Tasks undertaken with minimum supervision

Gives assistance to other team members without being asked


What Performance Management might look like for Welfare/ TA’s?

	Objectives
	Task/Action
	Performance Target

	What you need to achieve, linked to school improvement plan.
	What you intend to do to achieve your objectives.
	What you will use to measure how well you are achieving.

	Following agreed procedures for sick children / injuries.

Care for distressed pupil.
	Fill in injury log or accident report.

Contact parents.

Administer first aid.

Intervene in any disputes with pupils.

Report any incident to teacher if appropriate.
	All accidents logged properly.

No complaints from parents.

Pupils do not complain of staff ignoring their complaints.



	Manage the medical room.
	Keep medical room neat and tidy.

Monitor stock.
	Medical supplies easily located.

	Making and assisting with preparation of equipment.

Helping pupils with activity and clearing up.

Assisting small groups with reading or other learning.
	Helping teachers to set up.

Helping with displays.

Helping pupils tidy up.

Working with small groups on a task.

Motivate pupils to complete task.

Give assistance as appropriate.

Make notes and observations on pupil progress.
	Displays evident of pupils work increases pupil motivation.

Classroom tidy and safe and attractive environment for learning.

Contribution to learning is evident on teachers’ lesson plans.

Pupils become independent learners.

Pupil achievement rises.

Disruptive behaviour reduced.

Notes are kept on pupil progress and fed into teachers assessment / reports to parents.
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