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APPRAISAL POLICY 

Introduction
1.1 The Council recognises our appraisees are the most valuable asset.  Regularly communicating job expectations and supporting staff development is critical for achieving a motivated and capable workforce.
1.2 As a small workforce, informal communications are encouraged and will take place on an ongoing basis between Clerk and team, discussing priorities and objectives.  These meetings are not recorded.
1.3 The council supports an annual appraisal discussion, which will be recorded to enable:
 a)	A structured and confidential discussion on work programme linked to Council objectives;
b) The identification of achievements and to raise any concerns;
c) 	Effective support and guidance;
d) 	Discussions about training and development needs and individual aspirations;
e)	Recognition of good performance.
1.4 The Clerk (or the Chairman of Human Resources in the case of the Clerk) is responsible for ensuring the policy is followed; and for giving appraisees constructive, timely and honest appraisals of their performance, which should take into account both council and individual aims.  The Clerk will ensure the process is monitored effectively and appraisees are expected to engage with all areas of the policy.
1.5 The council is committed to the principle of encouraging staff and councillors to enhance their role and qualifications by further training.  All sponsored training must relate to the needs of the council, be relevant to an individual’s job role and be subject to Council approval and is dependent on the availability of financial resources.
Scope 
1.6 Informal communications will be held on a regular basis with all appraisees. 
1.7 An annual appraisal will be provided to all staff, except new starters in a probation period. Where it is known that an appraisee is due to commence a long period of absence ie. Maternity leave, this will be factored into the objective timescales and where appropriate, an appraisal will be held before the absence starts.  Where an appraisee misses a scheduled appraisal meeting due to sickness absence, it will be rearranged to take place following their return.
1.8 Any training for staff members is subject to council approval. The Council will consider the type of contracts staff are employed on in determining requests.
Appraisal
1.9 The council acknowledges that appraisals are important to enable staff to fulfil the duties outlined in their job description, their role objectives and feel fully supported by the Clerk or HR committee Chairman in the case of the Clerk.
1.10 If an appraisee has any concerns about the appraisal process, they should discuss this with the Clerk initially or the HR Committee Chairman in the case of the Clerk.
1.11 The appraisal will be held over a designated period on an annual basis, as set by the Clerk in liaison with the HR committee.  The Councillor or Clerk will arrange meetings and give one week’s notice when inviting appraisees.  The appraisal form should be provided to the appraisee with the invite to allow time to reflect and prepare.
1.12 All Staff appraisals will take place annually, in Autumn, conducted by the Clerk, with the Chairman of Human resources and Full Council Chairman.  Chairman of Human resources and Full Council Chairman in the case of the clerk or appointed Chairman of a committee in the case of the Clerk. This will be the Chair of Full Council, Human Resources or Management.  The appraisee has the ability to nominate an alternative council member be present, this will be accommodated where possible. 
1.13 The meeting should be held in a confidential environment that is free from interruption.  The appraisal discussion will allow an opportunity for both the appraisee and Clerk/Councillor to reflect and comment on the previous year’s objectives (linked to Job description and council’s aims).  It will praise achievement and encourage the appraisee within their role.
1.14 The meeting will set a reasonable number of objectives for the forthcoming year (aligned with council aims) and identify areas for development and improvement (i.e can improvements be made to the way tasks are carried out).
1.15 Any issues of concern/support requirements and training development needs should be discussed and written onto the form; to include future training requirements, planned qualifications, development opportunities and career planning.
1.16 It is important to be specific in terms of evidencing achievements and development needs.  Any comments made by the appraiser or appraisee are to be constructive and should not be seen as a criticism.
1.17 At the meeting you will discuss each category on the form to aid any decisions on role performance.
1.18 If attendance or timekeeping relates to pregnancy or disability, advice should be sought from South Staffordshire Human Resources, on how to treat such episodes, in liaison with the HR Committee.
After the appraisal meeting 
1.19 A copy of the appraisal form with comments will be made available to the appraisee.
1.20 The appraisals will be reported confidentially to the HR Committee.
1.21  The HR committee, in liaison with appraisees will ensure any training, development and support requirements identified in the appraisal are considered.
Appeal
1.22 Should an appraisee believe they have not received a fair appraisal they should discuss this in the first place with the Clerk or Councillor who conducted the appraisal.  
Process 
6.1	Preliminary enquiries. The council may make preliminary enquiries to establish the basic facts of the appeal in order to understand whether there may be a case to answer. If the preliminary findings believes there may be a case to answer, the council may initiate a more detailed investigation to establish the facts of a situation.
6.2	Informal Procedures. Where minor concerns become apparent, it is the manager's Clerk,  Chairman of HR in the case of the Clerk.  responsibility to raise this with the employee and clarify the situation, in the . A file note will be made and kept by the manager. 
6.3	If a formal investigation is required, the Chairman of the Management Committee will be responsible for investigating and undertaking a fact-finding exercise to collect all relevant information. The Investigator will be informed as soon as possible after the allegation has been made. The investigation terms of reference should specify:
a) the allegations or events that the investigation is required to examine.
b) whether a recommendation is required. 
c) how the findings should be presented. For example, an investigator will often be required to present the findings in the form of a written report. 
d) who the findings should be reported to and who to contact for further direction if unexpected issues arise or advice is needed. 
6.4	The appeal will be heard by an Appeal Panel[footnoteRef:1] who have not previously been involved in the appraisal, this includes the Investigator.  The appeal panel will appoint a Chairman from one of its members. [1:  Chairman/Vice Chairman of Parish Council, one member of HR Committee and one Councillor] 

6.5	The employee will be notified, in writing, within 10 working days of receipt of the notice of appeal of the time, date and place of the appeal meeting. The employee will be advised that he/she may be accompanied by a workplace colleague, a trade union representative or a trade union official.
6.6	At the appeal meeting, the Chairman will:
· introduce the panel members to the employee 
· explain the purpose of the meeting, which is to hear the employee’s reasons for appealing against the disciplinary decision 
· explain the action that the appeal panel may take. 
6.7	The employee (or representative) will be asked to explain the grounds for appeal.
6.8	The Chairman will inform the employee that he/she will receive the decision and the panel’s reasons, in writing, usually within five working days of the appeal hearing. 
6.9	The Appeal Panel may decide to uphold the decision of the Hearing Panel, agree a lesser course of action or decide that no action is necessary. If it decides to take no action, no record of the matter will be retained.
6.10	The appeal meeting may be adjourned to allow matters that were raised during the meeting to be investigated further.
1. The appeal panel’s decision is final.
1. Councillors, the Clerk and appraisees are asked to support their comments and opinions with factual examples and evidence if necessary.  
1. Should they remain dissatisfied, they have the right of appeal to the HR Committee within 10 working days.
General
1.26 This policy is regarded as non-contractual and does not form part of any contract of employment.
Review
1.27 This policy will be reviewed every four-year term, or earlier if there are any material changes.
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