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Baildon Town Council


Staffing and Complaints Committee
Employee Appraisal Policy

Aims and purpose

The main aims of the appraisal are:
1. To review employees’ performance: This gives the Council and its employees opportunities to discuss how employees are progressing and to see what sort of improvements can be made or what help given to build on employees’ strengths and enable them to perform more effectively.

2. To review employees’ potential and development needs. This predicts the level and type of work that employees will be capable of doing in the future and how employees can best be developed to maximise their contribution to the Council and for the benefit of their career.

The purpose of the appraisal system is to benefit both the Council and its employees by improving job performance and by making it easier to identify strengths and weaknesses in order to determine how strengths can best be utilised within the Council and any weaknesses be overcome.

The appraisal is an opportunity to:

· take an overall view of work content, loads and volume;

· look back on what has been achieved during the previous year;

· agree objectives for the next year.

The appraisal system should not be used to discipline performance that is perceived to be below the acceptable standard.

Appraisers and employees to be appraised
The Chair of the Council as the member designated by the Council to have one-to-one contact with regard to everyday / routine management of the Proper Officer’s work, will undertake appraisal of the Clerk.
The Clerk as line manager will undertake appraisal of other employees.
Appraisers are required to undertake training in order to carry out appraisals properly.

Frequency of appraisals
A formal appraisal of new employees will be undertaken after a three month probationary period
.

Thereafter formal appraisal of all employees will be carried out annually, normally in September with a review in February if necessary.

Appraisal interviews
1. Employees should be given adequate notice, normally two weeks, of appraisal interviews.

2. Employees should be given a self assessment form as an aide memoire prior to the interview in order to note:

· what employees think have been their strong and weak points;

· what employees see as barriers to effective performance;

· their plan for the coming year;
· their development and training needs. 
Self assessment forms do not have to be shown to the person conducting the appraisal.
3. The appraisal form may be modified as appropriate for each employee with the agreement of the appraiser and the employee being appraised.

4. At least an hour should be set aside for the appraisal interview and the interview should be free from interruptions.

5. The appraiser should suggest ways in which the employee’s good work can be continued and how the employee can achieve further improvement.

6. Both parties should discuss how far agreed objectives have been met and agree future objectives.
7. Following the appraisal interview the appraiser should complete the appraisal form.

8. Employees should have the opportunity to sign the form and to express their views on the appraisal they have received; in particular whether they feel it is a fair assessment of their work over the period in question.
9. In the event of irresolvable difference, the appraiser and the employee being appraised may each nominate a mediator.

10. The conclusions of the appraisal must be approved by the Staffing and Complaints Committee.
Appeals

Employees may appeal against the results of their appraisal through the Council’s grievance procedure. 
However, the appeals procedure should be used only in exceptional circumstances. The appeals system should not be used as a device for employees to negotiate a better appraisal outcome.
Monitoring

The appraisal scheme should be reviewed annually by the Staffing and Complaints Committee in order to check that appraisals are being carried out properly and to determine whether the system needs to be modified to meet the changing needs of the Council.
Data protection

Employee appraisal forms are subject to the Data Protection Act 1998.
� Adapted from Advisory, Conciliation and Arbitration Service (2009) Employee Appraisal � HYPERLINK "http://www.acas.org.uk/index.aspx?articleid=1461" ��ACAS�.


� Baildon Town Council (2013) Probationary period – assessment criteria and process
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