
[image: image1.png]



Annual Review Meeting

Template
2010
School Officers
Levels SO1 – SO7

Annual Review Meeting 

School Officer S01 – SO7
School Officers
The work requirements for School Officers are described in the Victorian Catholic Multi Employer Agreement 2008.  In addition each School Officer should have a position description.
For each of the classification levels, information is provided in relation o the following:

· a general work description;

· the direction provided to the School Officer;

· the supervision requirements of the role; and

· the experience and qualification required.

Annual Review Meeting

Each School Officer may be required to participate in an Annual Review Meeting (ARM) with their principal or the principal’s nominee each school year.

The ARM is a positive process for the School Officer and the principal to:

· Identify and establish professional development goals and avenues for professional development;
· Assist the school officer in relation to the requirements of their position;

· Plan for the future; and
· Affirm achievements and identify areas for improvement and development.
The ARM Process

Self-appraisal is an integral feature of the ARM.

· The ARM should be a collaborative process within which there is a genuine exchange of ideas and views between the School Officer and the principal.

· The ARM should be non-judgmental and involve 2-way communication.

· The ARM is not an assessment for incremental progression.

· The ARM should highlight areas of excellence as well as areas for further development.
ARM Form

The ARM form should be provided to the School Officer by the principal prior to the ARM.

The principal /nominee should list on the form any issues to be raised at the ARM meeting,

The School Officer should provide comments on the form in relation to the following:
· major achievements of the position;
· professional development; and
· any issues to be addressed at the ARM)

Due Process

The ARM is not to be used as a substitute for the processes for managing performance which are detailed in the Victorian Catholic Education Multi Employer Agreement 2008.
References

· Victorian Catholic Education Multi Employer Agreement 2008:

· Annual Review Meeting – Clause 33.11
· Classification – Clauses 33
· Salary Incremental Advancement and Assessment of Experience – Appendix 2

· Due Process – Clause 11
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	At the completion of this review a copy of this document should be provided to the School Officer and placed on the School Officer’s file.
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