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REASON FOR REPORT

1. This report is for overview purposes.

purpose of report

2. At its meeting in November 2002, the Learning for Life Overview and Scrutiny Committee considered a paper on Suffolk’s Behaviour Support Plan 2001 – 2003 (Paper L02/33).

3. A significant element for the Behaviour Support Plan is the extension of Pupil Referral Unit (PRU) provision throughout the county to cater for pupils throughout Key Stages 1 – 4.

4. This report was requested by the Overview and Scrutiny Committee so that it could review the performance management, governance and monitoring arrangements for PRUs.

Action Recommended  

5. It is recommended that the Committee endorse the policy for monitoring the quality of PRUs. 

reason for recommendation

6. Given that PRUs are a major element in the Behaviour Support Plan, it is essential that a process is in place to check that the provision being made is of good quality, is providing value for money and is achieving successful outcomes for pupils and is supporting schools in responding positively to the challenges presented by pupils with emotional and behavioural difficulties.

Alternative Options

7. Continuing without a clear policy setting out the approach to monitoring, which runs the risk of confusion about roles and responsibilities.

8. Looking for an alternative method of monitoring the quality of PRUs, such as peer support and challenge involving other PRUs and/or mainstream schools.

MAIN BoDY OF rEPORT

9. Annex 1 to this report sets out a proposed policy for monitoring the quality of Pupil Referral Units.  It is supported by a set of appendices intended to provide a framework for the management and monitoring of Suffolk’s PRUs:

a) Constitution of Management Committee (Appendix A)

b) Scheme of Management Devolution (Appendix B)

c) Conditions of Employment of Heads of PRUs (Appendix C)

d) Performance Management Policy (Appendix D)

10. Documents a, b and c above have been the subject of consultation with the teachers’ associations.

THE MAIN ISSUES FOR OVERVIEW MIGHT INCLUDE:  
11. Whether the Committee feels that the management arrangements are appropriate for monitoring the quality of Suffolk PRUs, and whether the roles and responsibilities are clearly defined. 

THE FOLLOWING QUESTIONS ARE RELEVANT TO THE COMMITTEE’S DISCUSSIONS: 

12. Will involving both the link adviser and a Pupil Services representative provide an effective approach to the monitoring and review of PRU provision?

13. Is the role of the Management Committee clear and appropriate?

14. Will the information required for the termly report to the Management Committee enable the Committee and the LEA to fulfil their monitoring role?

IT IS ANTICIPATED THAT THE MINIMUM OUTCOMES WHICH COULD BE ACHIEVED THROUGH OVERVIEW WILL BE: 

15. Establishment of an agreed and clearly understood mechanism for monitoring the quality of PRU provision and the relative roles and responsibilities of the Heads of Units, Management Committees and the LEA.

THE ACTION RECOMMENDED WILL CONTRIBUTE TO THE COUNTY COUNCIL’S PRIORITIES AND POLICIES BY: 
16. The action recommended will contribute to the following priorities of the County Council:

e) Raise the level of achievement in schools

f) Improve the quality of life for children in care

g) Help young people to get jobs and training and reduce the chances of them getting involved in crime, drug taking and anti-social behaviour

FURTHER ACTION AND TIMESCALES: 
17. The attached policy and appendices will be considered by the Management Committees of all Suffolk’s PRUs at their summer term meetings, with a recommendation for immediate implementation.

18. The revised monitoring cycle will be implemented from the autumn term 2003.

Sources of further information

h) Behaviour Support Plan 2001/03

i) Education Other Than at School Policy

POLICY FOR MONITORING THE QUALITY OF PUPIL REFERRAL UNITS

Background

19. Suffolk’s plan for supporting schools in managing pupil behaviour is based upon an expansion of Pupil Referral Unit (PRU) provision.  The intention is to establish a continuum of provision throughout the 3 – 16 age range in a number of localities across the county so as to give equitable access as far as is possible in a diverse and predominantly rural county such as Suffolk.
20. Pupil Referral Units provide an alternative to mainstream education for pupils excluded or at risk of exclusion from school or unable to attend school because of their emotional and behavioural difficulties.  The aim of PRU provision from Key Stages 1 – 3 (KS1 – KS3) is always to enable pupils to be reintegrated into mainstream education.  At Key Stage 4 (KS4), participation in further education, employment and training is likely to be a more realistic aim.  Pupils should not normally remain in PRUs for the majority of their schooling.  Dual placements offer another means of maintaining contact with the mainstream and of facilitating reintegration when this is considered appropriate.

21. Another important strand of PRU development is the outreach function, which can be used:

j) to develop capacity in mainstream school staff

k) to support individual pupils in mainstream schools

l) to develop a range of alternative packages of support, particularly at Key Stage 4

Existing PRU Provision

22. As at March 2003, Suffolk’s PRUs are as follows:


        Planned Places

Age Range


First Base, Lowestoft
  

Old Warren House, Lowestoft

First Base, Ipswich
  

Parkside, Ipswich



Westbridge, Ipswich 
 

Kingsfield Centre, Stowmarket

Hampden House, Great Cornard  

Albany Centre
, Bury St Edmunds 
20

24

20

32

32

24

22

24
3 – 8

14 – 16

3 – 8

14 – 16

14 – 16

  9 – 13

 9 – 13

14 – 16
(KS1)

(KS4)

(KS1)

(KS4)

(KS4)

(KS2/3)

(KS2/3)

(KS4)

23. As from January 2003, 16 planned places have been added at Hampden House to provide outreach work with local mainstream schools.

24. Proposed further developments will add:
m) Key Stage 2/3 provision in the Northern Area

n) Key Stage 2/3 provision in the Southern Area

o) First Base provision in the Western Area

Management arrangements

25. Each Pupil Referral Unit is led by a Head of Unit.  The Conditions of Employment for Heads of Unit are attached at Appendix C.

26. The Head of Unit is line managed by the Senior Education Officer (Pupil Services) for the education area in which the PRU is situated.  Each PRU also has a Management Committee, the constitution of which is set out in Appendix A.  The Scheme of 

27. Management Devolution (Appendix B) sets out the respective decision making responsibilities of the LEA, Management Committee and Head of Unit.
Monitoring the quality of Pupil Referral Units

28. It is essential that the quality of provision made in PRUs is monitored on a regular and systematic basis, in order to:

p) ensure that the pupils attending PRUs achieve the best possible outcomes

q) promote self-evaluation

r) support units in planning for improvement

s) ensure that the principles of Best Value are adhered to

29. From September 2003 a cycle of PRU monitoring will be introduced.  This will entail joint visits by the PRU’s link adviser and a Pupil Services representative at three points in each year.

t) In the autumn term: to consider all relevant data and set targets for attainment and attendance; to determine priorities and identify the actions needed for inclusion in the next Unit Development Plan.

u) In the spring term: to incorporate targets into the Unit Development Plan and identify any external support needs.

v) In the summer term: to review the Unit’s annual evaluation of its strengths and weaknesses and its progress in implementing the Unit Development Plan.

Performance management
30. The performance management of the Head of Unit and the teaching staff will be linked to the targets identified during the monitoring cycle.  A draft performance management policy for PRUs is attached as Appendix D.

Reporting arrangements

31. The Head of Unit prepares reports for the termly meetings of the Management Committee.  These  reports are received by the Senior Education Officer (Pupil Services) prior to the meeting.
32. The report must contain information on:
w) numbers of pupils on roll and numbers receiving outreach work and/or alternative provision

x) attendance

y) exclusions

z) pupil attainment and progress

aa) budget position statement

Review arrangements

33. The policy should be reviewed annually by the County PRU Steering Group, which comprises the heads of all Suffolk Pupil Referral Units, the Special Education Manager and the three area Senior Education Officers (Pupil Services).

……………… PUPIL REFERRAL UNIT

CONSTITUTION OF MANAGEMENT COMMITTEE
GENERAL

1 ………………………. Pupil Referral Unit is established under Section19 of the Education Act 1996 (“the 1996 Act”) and is governed by Section19 and Schedule 1 of the 1996 Act and The Education (Pupil Referral Units) (Application of Enactments) Regulations 1994 (“the Regulations”).  The Head of Unit shall have the powers and duties set out in the 1996 Act and the Regulations but shall be advised in the carrying out of those powers and duties by a Management Committee established by Suffolk County Council (“the Council”) which shall have the constitution set out below.

2 There shall be established a body known as the Management Committee of …………. Pupil Referral Unit (“the Committee”).

3 Composition of the Committee:

Key Stage 4

a) Two persons appointed by the County Council,

b) Three governors – two from local Upper/High Schools and one from the local further education college, at least one of whom should be a parent governor,

c) One Headteacher nominated by the Upper/High Headteachers of the area served by the PRU,

d) The Head of Unit and two members of staff; one elected by the teaching staff and one by the non-teaching staff,

e) Three representatives of relevant agencies such as Police, Health Trust, Social Care and the Voluntary Sector, with no agency having more than one representative,

f) One officer/adviser nominated by the Director of Education (ex officio).

Key Stage 2/3

a) Two persons appointed by the County Council,

b) Three governors from local schools: Junior/Primary/High Schools in the two tier and Primary/Middle Schools in the three tier school system, at least one of whom should be a parent governor,

c) One Headteacher nominated by the Primary/Middle Headteachers of the area served by the PRU.

d) Three members of staff, including the Head of Unit,

e) Three representatives of relevant agencies such as Police, Health Trust, Social Care and the Voluntary Sector,

f) One officer/adviser nominated by the Director of Education (ex officio).

First Base

a) Two persons appointed by the County Council,

b) Three governors from local Infant or Primary Schools, at least one of whom should be a parent governor,

c) One Headteacher nominated by the Infant/Primary Headteachers of the area served by the PRU,

d) Three members of staff, including the Head of Unit,

e) Three representatives of relevant agencies such as Police, Health Trust, Social Care and the Voluntary Sector,

f) One officer/adviser nominated by the Director of Education (ex officio).

4 Term of Office
4.1 The term of office of the members of the Committee (other than the ex officio members) shall be four years.  The first members shall retire on …………..2006

4.2 In the event of a vacancy occurring the body or persons responsible for that member’s appointment shall be requested to make a fresh appointment.  The member appointed shall hold office during the unexpired term of office of the member replaced.  

4.3 A member shall vacate office if:-

a) he/she resigns by sending written notice to the Director of Education;

b) he/she fails to attend two consecutive meetings of the Committee without reasonable written excuse;

c) he/she is removed by the Body or persons who appointed him/her.

5 Chairman and Vice-Chairman
The Committee shall appoint a Chairman and Vice-Chairman from amongst its members except from categories (c) and (e) at its first meeting after 1 May in each year.  If the Chairman is absent from a meeting the Vice-Chairman will take the Chair.  If both the Chairman and Vice-Chairman are absent from a meeting those present shall elect a Chairman for the meeting from categories a), b) and d).

6 A quorum shall consist of 50% of members of the Management Committee (rounded up).

7 Voting
7.1 Any question arising before the Committee shall be decided by a majority of members present and voting except that in the case of an equality of votes the Chairman shall have a second or casting vote.

7.2 In the event of an equality of votes arising between two candidates for Chairman, or in deciding who should chair the meeting in the absence of both Chairman and Vice- Chairman a further ballot shall be undertaken.

8 Convening of Meetings
8.1 Meetings shall be convened by the Director of Education, who shall act as Clerk to the Management Committee, sending out written agenda to each member of the Committee.  The agenda should be sent at least seven calendar days before the meeting.

8.2 The convening of a meeting and the proceedings conducted shall not be invalidated by reason of an individual not having received the written agenda.

9 Minutes
9.1 Minutes and a record of persons present shall be kept of each meeting of the Committee.  A copy of the Minutes shall be sent by the Director of Education to each member of the Committee.

10 Expectations, Aims and Purpose
Pupil Referral Units must conform to the Expectations, Aims and Purpose as published from time to time in the LEA’s EOTAS policy.

11 Responsibility of the Committee
11.1
The Management Committee has devolved to it a range of responsibilities in accordance with the Council’s Scheme of Devolution.  These responsibilities are similar to those enjoyed by school governing bodies as explained in the DfEE Statutory Guidance that accompanied the Education (School Government) (Terms of Reference) (England) Regulations 2000 (Si 2122) except that there are restrictions on issues relating to the Unit budget and to staffing.  These are:

i) the Unit’s financial management must conform to the Financial Regulations of the County Council, and be subject to a termly scrutiny by a representative of the Director of Education,

ii) the advice of the Director of Education must be sought and heeded in all personnel matters.

11.2 The Management Committee should adopt the LEA’s discipline and grievance procedures for Unattached Teachers and oversee proceedings against an employee in accordance with those procedures.

11.3 The LEA remains the statutory authority for pupil admissions.

11.4 The Management Committee can appoint sub-committees to facilitate the effective management of its responsibilities.

12.
Accountability
The Management Committee is accountable both to parents and to the LEA for its management of the PRU, and it must produce an Annual Report explaining its actions in the previous year, and an annual Unit Development Plan stating its future, fully-costed priorities.

13. Appointment of additional Committee members by the Council
13.1   The Council may appoint additional Committee members if the Pupil Referral Unit is placed in Special Measures or Serious Weaknesses following an inspection by Ofsted.  The Management Committee will be fully consulted about any post-Ofsted Action Plan.

14. Amendments to the Constitution
14.1   The Constitution may be amended at any time by the Council following consultation with the Committee.

15. Dissolution
15.1   The Committee may be dissolved at any time by the Council.

Scheme of Management Devolution for Pupil Referral Units
Ref No.
Decision or Process
LEA (in

Consultation

with the

Management

Committee where appropriate)
Management

Committee

with approval

Of the LEA
Management

Committee
Committee/

Working

Group
Head of

Unit

1
To make appointments to the Management Committee
X





2
To make co-options to the Management Committee


X



3
To hold a Management Committee Meeting Termly


X



4
To elect the Chairman and Vice-Chairman of the Management Committee


X



5
To establish Committees, Working Groups and delegation to individuals


X



6
To take decisions affecting the future status of the unit
X





7
To take appropriate action relating to admission to the unit
X





8
To decide any changes in session times

X




9
To draw up a curriculum statement for the Unit taking into account:

· the Local Education Authority’s statement of curriculum policy for PRUs

· the need to implement the Early Learning Goals (KS1 PRUs)

· the need to make provision for Sex and Drugs Education




X

10
To agree the curricular statement for the Unit


X



11
To approve adaptations and additions to unit premises 



X




12
To establish a policy on the community use of unit premises, including a 

charging policy

X




13
To manage the  maintenance and security of the Unit’s land and buildings –including drawing up a Risk Management Action Plan




X

14
To take responsibility for items of property and equipment and to determine

policy on the replacement/renewal of furniture and equipment




X

15
To prepare the Unit Development Plan including unit aims and budget forecasts




X

16
To consider the Unit’s Budget Plan and make recommendations to the LEA


X



17
To approve the Unit Development Plan including unit aims and budget forecasts


X



18
To prepare the Unit’s Budget Plan




X

19
To approve the Unit’s Budget Plan


X



20
To plan the Unit’s staffing establishment and structure within the LEA Salary Policy for PRUs




X



21
To approve the Unit’s staffing establishment and structure within the LEA’s Salary Policy for PRU’s



X




22
To prepare the Annual Report for Parents



X


23
To approve the Annual Report for Parents


X



24
To make arrangements for reporting to parents on pupils’ progress




X

25
To approve the Unit’s Special Needs Policy


X



26
To recommend the policy on charging and remission (in respect of pupils)




X

27
To decide/approve the policy on charging and remissions (in respect of pupils)


X



28
To agree general principles on pupil discipline, including arrangements for the exclusion of pupils


X



29
To exclude pupils on a fixed term or permanent basis in accordance with arrangements agreed by Management Committee




X

30
To hear appeals or representations from parents against pupil exclusions
X





31
To agree a policy for exercising the discretion available within the teachers’ pay and conditions document and within the conditions of service of other staff and to ensure such action does not breach budget limits

X




32
To determine the salaries and benefits of Head of Unit in consultation with Management Committee
X





33
To grant an extension of sick pay up to three months
X





34
To authorise additional hours or overtime for non-teaching staff




X

35
To establish Appointments Panels

X




36
To agree a policy for Appointments Panels in exercising the discretion contained in the teachers’ pay and conditions policy

X




37
To establish a Panel for the selection of a Head of Unit when a vacancy arises



X




38
To engage temporary and/or supply staff to cover vacancies and absences, within the available budget




X

39
To select assistant teachers for appointment




X

40
To agree a policy for Appointments Panel/Head of Unit in exercising discretion available under conditions of service (eg point on scale) 
X







41
To select non-teaching staff for appointment




X

42
To establish a policy for special leave of absence
X





43
To approve requests for special leave of absence with or without pay for Head of Unit within the LEA’s policy


X







44
To approve request for special leave of absence for assistant staff up to two days




X

45
To approve requests for special leave of absence for assistant staff over two days
X







46
To authorise release for training




X

47
To approve timing of annual leave for certain non-teaching staff




X

48
To authorise time off for public and trade union duties




X

49
To adopt LEA discipline and grievance procedures for unattached teachers


X



50
To initiate formal disciplinary and capability proceedings against the Head of Unit and conduct investigation
X







51
To initiate formal disciplinary and capability proceedings against an employee and conduct investigation




X

52
To conduct a first or second stage disciplinary hearing against the Head of Unit
X







53
To conduct a first or second stage disciplinary hearing against an employee




X

54
To hear any grievances brought by an employee at the first stage




X









55
To suspend an employee from work subject to informing the Chairman of Management Committee and Director of Education




X

56
To suspend the Head of Unit from work subject to informing the Chairman of the Management Committee
X







57
To lift a suspension imposed on an employee
X





58
To determine that an employee shall cease work at the Unit
X





59
To hear an appeal against dismissal
X





60
To grant early retirement within the scope of the regulations and Local Education Authority policy, including the level of compensation award
X







61
To agree the level of premature retirement compensation (enhancement) award (if any) over and above that set out in the Local Education Authority’s guidance
X







62
To identify a possible redundancy situation

X




63
To determine the existence of a redundancy situation within the statutory definition

X




64
To extend service beyond normal retiring age

X




65
Recognition of trade unions other than those recognised by the Local Education Authority


X







66
To undertake local consultation with unit representatives of all recognised trade unions
X





67
To act as health and safety co-ordinator




X

68
To consider health and safety matters and take action as appropriate


X



69
To approve a policy on the use of Local Education Authority services (eg premises maintenance, grounds and cleaning services, swimming, library, music, etc.), including arrangements to ensure compliance with financial regulations on the seeking of competitive quotations and tenders


X



70
To determine financial reporting arrangements

X




71
To receive a termly budget position statement, including statement of any budget virement decisions made by the Head of Unit or others under delegated powers


X



72
To prepare budget monitoring reports and to ensure financial information is prepared and circulated in advance of the termly Management Committee meeting




X

73
To review termly/half-termly/monthly budget monitoring reports


X



74
To agree annually the appointment of a Unit Fund Auditor; to receive annually audited Unit Fund accounts within six months of year-end




X



75
To incur financial commitments and spend in accordance with the Budget Plan




X

76
To set budget virement limits above which approval is required.  This will take the form of a cash figure of £1000 applied to each budget heading as approved by the LEA at the start of the financial year
X







77
To exercise budget virement decisions (up to a limit of £1000)




X

78
To exercise budget virement decisions of over £1000

X




79
To receive, open and accept tenders for contract above £1000.  Under financial regulations of the County Council full competitive tendering arrangements must apply above £50,000
X







80
To comply with the requirements of the Data Protection Act




X

81
To prepare and maintain a register of Management Committee and Staff pecuniary interests


X



82
To prepare the Unit’s policy and procedures for safeguarding children in the light of guidance issued by the Area Child Protection Committee




X

83
To approve the Unit’s policy and procedures for safeguarding children


X



Conditions of Employment of Heads of Pupil Referral Units

OVERRIDING REQUIREMENTS

1.
The Head of Unit shall carry out his/her professional duties in accordance with and subject to:

(a) the provisions of the Education Acts;

(b) any orders and regulations having effect thereunder;

(c) the County Council’s Scheme of Management Devolution for PRUs;

(d) any scheme prepared by the local education authority under section 48 of the School Standards and Framework Act 1998.

2.
The Head of Unit shall carry out such duties in accordance with and subject to the following (to the extent to which they are not inconsistent with paragraphs 3 to 6):

(a) any rules, regulations or policies laid down by the management committee under their powers as derived from any of the sources specified in paragraph 1. and

(b) any rules, regulations or policies laid down by the County Council with respect to matters for which the management committee is not so responsible;

(c) in any other case, any rules, regulations or policies laid down by his/her employers; and

(d) the terms of his/her appointment.

GENERAL FUNCTIONS

3.
Subject to paragraph 1, the Head of Unit shall be responsible for the internal organisation, management and control of the Unit.

CONSULTATION

4.
In carrying out his/her duties the Head of Unit shall consult, where this is appropriate, with the County Council, the management committee, the staff of the Unit and the parents of its pupils.

PROFESSIONAL DUTIES

5.
The professional duties of Head of Unit shall include:

5.1
Unit aims:

formulating the overall aims and objectives of the Unit and policies for their implementation;

5.2
Appointment of staff:

participating in the selection and appointment of the teaching and non-teaching staff of the Unit;

5.3
Management of staff:

5.3.1
deploying and managing all teaching and non-teaching staff of the Unit and allocating particular duties to them (including such duties of the Head of Unit as may properly be delegated to a second-in-charge or other member of the staff) in a manner consistent with their conditions of employment, maintaining a reasonable balance for each teacher between work carried out in the Unit and work carried out elsewhere;

5.3.2
considering in particular in relation to such allocation of duties how far the duties of the Head of Unit may be delegated to a second-in-charge;

5.3.3
ensuring that the duty of providing cover for absent teachers is shared equitably among all teachers in the Unit (including the Head of Unit), taking account of their teaching and other duties;

5.3.4
ensuring that teachers at the Unit receive information they need in order to carry out their professional duties effectively;

5.3.5 enabling advanced skills teachers to fulfil their outreach duties by taking reasonable steps to arrange or permit such work;


a) in the case of such teachers at the Unit, at the Unit or elsewhere

b) in the case of such teachers from other schools working with teachers from the Unit, at the Unit or elsewhere

5.3.6 reporting to the management committee annually on the professional development of all teachers at the Unit;


5.3.7 advising the management committee on the operation of effective procedures to deal with under-performing teachers; 

5.3.8 keeping the management committee informed of the general operation of such procedures in specific cases;

5.3.9 carrying out such actions as may be required by the County Council in respect of dealing with staff grievances, disciplinary and capability matters, harassment and similar procedures;

5.4
Liaison with staff unions and associations:

maintaining relationships with organisations representing teachers and other persons on the staff of the Unit;

5.5 Curriculum:

5.5.1 determining, organising and implementing an appropriate curriculum for the Unit, having regard to the needs, experience, interests, aptitudes and stage of development of the pupils and the resources available to the Unit, his/her duty under sections 351(4) of the Education Act 1996, and the County Council’s Statement of Curriculum Policy for PRUs and Arrangements for the Consideration of Curriculum Complaints;

5.5.2 ensuring that appropriate arrangements are made for the discussion of political issues having regard to his/her duty under sections 406 and 407 of the Education Act 1996;

5.5.3 ensuring that sex education is provided for pupils of secondary age and that a decision is made whether to offer sex education to pupils of primary age having regard to his/her duty under Section 403 of the Education Act 1996;

5.5.4 ensuring that careers education is provided for pupils in Years 9 to 11, having regard to the County Council’s Education Other than at School Policy;

5.6 Review:

keeping under review the work and organisation of the Unit;

5.7 Standards of teaching and learning:

evaluating the standards of teaching and learning in the Unit and ensuring that proper standards of professional performance are established and maintained;

5.8 Performance Management, training, development and induction of staff:

5.8.1 supervising and participating in arrangements made in accordance with regulations made under section 49 of the Education (No. 2) Act 1986 for the appraisal of the performance of teachers in the Unit; participating in arrangements made for the appraisal of his/her performance as Head of Unit, and that of other Heads of Unit who are the responsibility of the same appraising body in accordance with such regulations; participating in the identification of areas in which he/she would benefit from further training and undergoing such training;

5.8.2 ensuring that all staff in the Unit have access to advice and training appropriate to their needs, in accordance with the policies of the County Council and management committee;

5.8.3 ensuring that those returning to teaching after a break in service have access to adequate support in their first year of service or resumed service;

5.9 Threshold assessment:

5.9.1 assessing (subject to approval by an assessor) whether a teacher at the Unit who applies for a threshold assessment has passed the threshold;

5.9.2 explaining to a teacher who makes an application for a threshold assessment the reasons for the outcome of his application and giving him advice about the aspects of his performance which would benefit from further development;

5.9.3 where requested by him to do so providing assistance to an assessor in relation to threshold assessments at the Unit;

5.9.4 the professional duties of a Head of Unit under this paragraph shall not be delegated to a second-in-charge, although they may be exercised by a second-in-charge in the Head of Unit’s absence from the Unit; 

5.10 Advanced skills teacher assessment:

5.10.1 where requested by him to do so, completing the application for a certificate of eligibility for appointment to an advanced skills teacher’s post of a teacher at the Unit or a teacher who was last employed at the Unit;

5.10.2 where requested by him to do so, providing assistance to an assessor in relation to advanced skills teacher assessments at the Unit;

5.10.3 the professional duties of a Head of Unit under 5.10 shall not be delegated to a second-in-charge, although they may be exercised by a second-in-charge in the Head of Unit’s absence from the Unit.

5.11 Management  information:

providing information about the work and performance of the staff employed at the Unit where this is relevant to their future employment;

5.12 Pupil progress:

ensuring that the progress of the pupils of the Unit is monitored and recorded;

5.13 Pastoral care:

determining and ensuring the implementation of a policy for the pastoral care of the pupils;

5.14 Discipline:

determining in accordance with any written statement of general principles provided for him by the management committee, measures to be taken with a view to promoting, among the pupils, self-discipline and proper regard for authority, encouraging good behaviour on the part of the pupils, securing that the standard of behaviour of the pupils is acceptable and otherwise regulating the conduct of the pupils; making such measures generally known within the unit and ensuring that they are implemented; and

5.14.1 ensuring the maintenance of good order and discipline at all times during the unit day (including the midday break) when pupils are present on the Unit premises and whenever the pupils are engaged in authorised Unit activities, whether on the Unit premises or elsewhere;

5.15 Relations with parents:

making arrangements for parents to be given regular information about the Unit curriculum, the progress of their children and other matters affecting the Unit so as to promote common understanding of its aims;

5.16 Relations with other bodies:

promoting effective relationships with persons and bodies outside the Unit particularly the Police, Health Trusts and the Social Care Department of the County Council;

5.17 Relations with the management committee:

advising and assisting the management committee of the Unit in the exercise of their functions, including attending meetings of the management committee and making such reports to them in connection with the discharge of his/her functions as they may properly require either on a regular basis or from time to time;

5.18 Relations with the County Council:

providing for liaison and co-operation with the officers of the County Council; making such reports to the authority in connection with the discharge of his/her functions as they may properly require, either on a regular basis or from time to time;

5.19 Relations with other educational establishments:

maintaining liaison with schools, other Units and further education establishments with which the Unit has a relationship;

5.20
Resources:

allocating, controlling and accounting for those financial and material resources of the unit which are under the control of the head of unit in accordance with the LEA’s financial regulations and procedures;

5.21
Premises:

making arrangements, if so required by the maintaining authority for the management committee for the security and effective supervision of the Unit buildings and their contents and of the Unit grounds; and ensuring (if so required) that any lack of maintenance is promptly reported to the County Council or, if appropriate, the management committee;

5.22 Absence:

arranging for a second-in-charge or other suitable person to assume responsibility for the discharge of his/her functions as Head of Unit at any time when he/she is absent from the unit;

5.23 Teaching:

participating to such extent as may be appropriate having regard to his/her other duties, in the teaching of pupils at the Unit, including the provision of cover for absent teachers;

5.24 Health and Safety:

5.24.1 making such arrangements as may be necessary to ensure the health, safety and welfare of pupils, staff and visitors to the PRU;

5.24.2 to act as local safety co-ordinator for the PRU;

5.25 Child Protection:

ensuring that all Unit staff act in accordance with the Area Child Protection Committee’s Joint Policies and Procedures for the Protection of Children;

DAILY BREAK

6. A Head of Unit shall be entitled to a break of reasonable length in the course of each unit day, and shall arrange for a suitable person to assume responsibility for the discharge of his/her functions as Head during that break. 

APPENDIX D

Pupil Referral Units: Performance Management Policy

The implementation of the performance review of teachers in Pupil Referral Units is in accordance with the attached Suffolk County Council Policy and Guidance and the statutory requirements under the terms of the Education (School Teacher Appraisal) (England) Regulations 2001.

1)
Performance Management of the Head of Unit


The Local Education Authority

Is responsible for:

· securing that the performance of teachers is reviewed in accordance with the Regulations

· deciding on the exact timing of the performance review cycle for the Head of Unit 

· carrying out the performance review of the Head of Unit

· ensuring that, in the performance review cycle, Head of Unit objectives are set and recorded by the due dates

· appointing one or more review officers where a complaint is made by the head of  unit about his/her performance review


The Assistant Director (Learner Support) or his/her representative

· is the review officer for complaints from the Head of Unit where he/she has not been involved in the performance review, and for teachers

The Director of Education or his/her representative, normally the Area Senior Education Officer (Pupil Services)

Must:

· meet with the Head of Unit at the start of the performance review cycle to plan and prepare for the performance review, and set and record Head of Unit objectives relating to leadership and management, pupil progress and one other agreed area of work

· meet with the Head of Unit at the end of the performance review cycle to review the head’s performance and identify achievements, including assessment of achievement against objective, and to discuss and identify professional development needs/activities

· agree a performance review statement to be written by the Head of Unit within 10 days of the review meeting

· the SEO (Pupil Services) will hold a copy of the head’s performance review statement


The Head of Unit

Must:

· meet with the SEO (Pupil Services) before or at the start of the performance review cycle to discuss setting objectives

· either agree objectives with the SEO (Pupil Services) or add written comments to the objectives recorded by the SEO (Pupil Services)

· meet with the SEO (Pupil Services) at the end of the performance review cycle to review performance and identify achievements, including assessment of achievement against objectives, and to discuss and identify professional development needs/activities

The Head of Unit may add comments to the performance review statement or complain about their performance review statement within 10 days of receipt from the SEO (Pupil Services)

2) Performance Review of Teachers in a Pupil Referral Unit

The Head of Unit

· will be responsible for overseeing the implementation of the LEA’s performance management policy 

Is responsible for:

· deciding on the exact timing of the performance review cycle for teachers

· deciding on the exact length of the first performance review cycle for teachers

· providing a copy of teachers’ performance review statements to the SEO (Pupil Services), including the objectives relevant to that statement

Must:

· provide an annual report on performance management in the school to the Management Committee.  It should contain a report on the operation of performance management in the unit, the effectiveness of the unit’s performance management procedures and the training and development needs of the teachers

· provide whoever is responsible for planning and co-ordinating teachers’ training and development in the unit with a copy of the part of the performance review statement that relates to training and development

· keep teachers’ performance review statements secured on file until at least three years after the next performance review statement has been finalised

· ensure that the teachers have a copy of their performance review statement 

· on request, provide a copy of the performance review statement to the SEO (Pupil Services) who is responsible for taking decisions in relation to promotion and pay, who should take account of this when making such decisions


The Head of Unit

Must:

· meet each of the teachers for whom he/she will be the reviewer before or at the start of the performance review cycle to plan and prepare for performance review and discuss setting objectives

· record objectives in writing.  Teacher objectives must include those relating to developing and improving teachers’ professional practice and pupil progress

· monitor performance against these objectives throughout the year, and observe the teacher teaching in the classroom at least once during the review cycle

· consult the reviewee before obtaining oral or written information from others relating to the teachers’ performance

· meet with the teacher at the end of the performance review cycle to review performance and identify achievements, including assessment of achievement against objectives, and to discuss and identify professional development needs/activities

· write a performance review statement and give a copy to the reviewee within 10 days of the final performance review meeting, and allow 10 days for the job holder to add written comments

· pass the completed performance review statement to the Director of Education, or his/her representative, normally the Area Senior Education Officer (Pupil Services)


Teachers who are not Heads of Unit

Must:

· meet with their Head of Unit before or at the start of the performance review cycle to discuss setting objectives

· either agree objectives with the Head of Unit or add written comments to the objectives recorded by the Head of Unit

· meet with their Head of Unit at the end of the performance review cycle to review performance and identify achievements, including assessment of achievement against objectives, and to discuss and identify professional development needs/activities


Teachers may add comments to the performance review statement or complain about their performance review statement within 10 days of receipt from the Head of Unit.
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