Schools TCP Cycle 2011/12
Note 2
Long Term Absence
What is Total Contribution Assessment? 
Total Contribution Assessment is a process that assesses the day to day behaviours and actions which individuals take to improve their own performance and that of others. 

The Total Contribution Assessment period is normally within a one year cycle from 1 April to 31 March. If an individual has a long period of absence there should be a minimum of 9 month aggregate review period before a total contribution assessment can be made, therefore this 9 month aggregate may span over more than one year cycle. 

Long Term Absence (E.g. Sickness, maternity, career break) 
If an individual has had a long period of absence there should be a minimum of 9 months aggregate review period before a total contribution assessment can be made. For example, if an individual has been on long term leave for 8 months (April to November Yr 1) of the current review period, returns to work in December and completes 4 months working (December to March Yr 1), they would need to work a further 5 months (April to August Yr 2) to achieve a 9 month aggregate for a manager to complete a review. A review resulting in a pay change will be effective from the 1 April (Yr 2) of the example. 

If the individual was absent prior to the completion of the Team or Individual Action Plan and Personal Development Plan, then one must be completed when the individual returns to work. Actions and objectives set part way through a year should still be ‘SMART, i.e. Specific, Measurable, Achievable, Realistic and Timed. A 9 month aggregate may span over more than one appraisal cycle. It is important that there is an Action Planning meeting; Mid Period Review and a Final Review/ TCP Assessment that caters for the individual who has been on long term absence, even though this may cover a 9 month review period rather than the normal year. Head teachers/Line Managers need to agree and set dates in a way which enables both to prepare sufficiently in advance, and allow for any reasonable adjustments within the process. Therefore, completion of paperwork is critical to support this process. 

N.B. Where a 9 month aggregate enters the next Review/TCP assessment year and identifies a TCP rating for those specific number of months, the rating level for the months are double counted for the end of the next Review/TCP assessment year. The TCP Rating given for these specific months cannot change). 
ACTION: 
Check and monitor the absent period for long term absentees, to be aware of those staff who have not or may not complete the 9 month aggregate. 

Diary date appropriate meetings with individual’s who have returned to work:- 

e.g. Action Planning; Mid Period Review and Final Review 

If you have any queries please contact: 
The Schools’ Personnel Service Helpdesk (if you have a contract for Personnel Services) on:

Gibson Drive: 01732 525258 / 01732 525256

Brook House: 01227 598780 / 01227 598781 / 01227 598715

or 

Ann Lewis - 01622 221721 (KCC, Reward Team)
