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Policy for Individual Performance Reviews (IPR’s)

Individual Performance Reviews (IPR) will be carried out once a year for existing staff members while new members of staff will have their first review after they have completed their three-month probation period. Staff will be offered regular Supervision between each IPR.
The Supervisors IPR will consist of either two or three committee members, which shall include the Chair Person. An outside person possibly a Childcare Advisor may be invited to attend.

Other staff members IPR’s will consist of two members of the committee which shall include the Chair Person. Prior to the meeting views will be sought from the Supervisor.

Review process

· The staff member will be informed of forthcoming review 2 weeks in advance and will be given a Self-Assessment form related to their job description, which they are to complete and bring to their review along with a copy of their job description.

· The panel that will be performing the review will need to complete their own assessment sheet related to the member of staff and highlight key points for discussion.

· Allocate a minimum of 30 minutes for each member of staff.

· Welcome member of staff, outline format / purpose of the meeting, and emphasise confidentiality.

· Confidential notes can be added to the review.

· Go through the staff members self-assessment form and discuss any issues as necessary. 

· Go through any items raised from the panel’s assessment form that have not been discussed.

· An action plan should be drawn up to address any issues/problems identified during the review.

· Renew/review contracts and job descriptions as necessary.

· Any issues should be taken up with relevant staff member/committee member.

· Thank them for coming.

· The panel should discuss any issues and the way forward.

· The reviews will be typed up and signed by the member of staff and Chair Person. These forms will be added to the staff members employee file.

This policy was adopted at a meeting of Woodlands Pre-school held on_______________

Signed on behalf of the Pre-school____________________________
(Chairman)
