Henfield Parish Council Performance Management   

The council recognises the benefits of regular and constructive review of performance and is committed to ensuring that staff members are provided with support to enable them to work as effectively as possible. Individual performance will be reviewed on at least an annual basis, plus an interim review carried out approx. six months after the main review.

New employees who are still in their probationary period will be seen as normal for their probation one-to-ones. Otherwise, all staff who have successfully completed their probationary period will be included in the Council’s performance appraisal scheme.

The performance appraisal scheme provides a systematic opportunity to:

· recognise the achievements of staff over the previous year
·  to review aspects of job performance on a regular basis so that staff are provided with the wherewithal to perform their job to the best of their ability, and to make the best contribution possible towards the Council's goals. The process should provide clear direction towards personal and organisational objectives, so that staff are able to achieve their potential, gain maximum job satisfaction and contribute towards the Council's success. agree performance objectives  for the coming year

· to add value in identifying individual development/training needs and to prepare a personal development plan.

It is important that the appraisal scheme focuses upon some clear objectives so that the effort it demands from both staff and their manager can be directed towards specific outcomes. The benefits of appraisal in terms of improved communication and enhanced performance, both for the individuals involved and for the Council, will be achieved only by the continuous commitment of all those involved in the scheme.
Training / information sessions will be provided to staff to ensure staff are familiar with the appraisal process and understand how to participate in it fully.

The performance appraisal process 

 Appraisal meetings will be conducted at the end of the municipal year ideally during April, but in May latest.

Performance appraisal meetings should be regarded both as a stocktaking exercise and a springboard. Continuous dialogue throughout the year between staff and their manager should inform the agenda of the meeting, and the outcome of the discussion should be a clear plan of action to ensure that staff are enabled to achieve their full potential in the work that they carry out for the Council.
Appraisals will start from XXXXX downwards in order that communication of Council objectives can be made more effectively. It is important that these objectives are considered when discussing performance and development with staff so that staff remain clear about the importance of their work within the context of the Council's objectives and that any planned development is relevant to the Council's needs.

Objectives will be set for the coming year and agreed with staff and FRC. 

The follow up review will take place during October/ November with twice yearly reports to the FRC. This discussion will focus on progress against objectives and any training and development taken or planned.

All performance review documents (appendix A) should be signed and it is the signed copy only that is accepted. The Clerk's objectives only will be reported to council and not the whole appraisal document.

The performance appraisal meetings will normally be carried out by the immediate line manager i.e. the Clerk. The Clerk will be reviewed by the Vice Chair of the Council (training for conducting appraisals will be available). The Clerk and Vice Chair will report the outcome of the reviews and follow up on actions to the FRC to review the fairness and effectiveness of each appraiser's approach to the process rather than views to be given on any individual.
The role of the FRC is to ensure that a robust review process has taken place for all staff, to monitor consistency of approach and serve as a point of reference and, if necessary, to consider any appeal  from any member of staff who has concerns at the outcome of the appraisal review.  In the case of the Clerk, the route of appeal should be to full council. 

Preparation for and conducting annual performance  appraisals 

For an   appraisal to be successful and effective it is essential that both the reviewer and the employee prepare. A date should be set for the appraisal meeting at least 2 weeks prior to the discussion taking place. Supporting paperwork including the record from the previous year’s review and objectives must be provided to the employee when setting the date. The employee will be asked to submit a self-assessment of achievements and progress etc in advance to be included in the review discussion.  The appraisal preparation form is designed to prompt you to give some thought to the areas that the appraisal meeting will address.
The job description will be reviewed as part of this process, in order to ensure it is a clear reflection of the role, and may be changed by mutual agreement if there are substantial, material and permanent changes to the role.

It is recognised that all jobs are formed of both a number of specific objectives and general job performance such as planning and prioritising the workload, communicating appropriately, working collaboratively with others and being flexible and adaptable. All aspects of the job will be reviewed.

In order for staff to carry out their role and to meet new objectives it is recognised that from time to time staff will need further personal development. Personal development is not simply about attending training courses. Development and training opportunities can be provided by a variety of means, but they should be realistic for both the individual and the council, whilst taking into account operational requirements. Please refer to the Council's Personal Development and Training Policy.

All staff will be issued with a copy of their completed appraisal form(s) which should be viewed as a working document and as such continually referred to and reviewed throughout the year. 

The main record of discussion will be retained by the Clerk (or in case of Clerk, the VC of Council) for personal files and  to inform the staff training plan. 

Confidentiality

When conducting your appraisal, the Council processes personal data collected in accordance with its Data Protection Policy. Data collected by the Council as part of the operation of the appraisal process is held securely and accessed by, and disclosed to, individuals only for the purposes of managing your appraisal. Inappropriate access or disclosure of employee data constitutes a data breach and should be reported in accordance with the Council's Data Protection Policy immediately. It may also constitute a disciplinary offence, which will be dealt with under Council's Disciplinary Procedure.

Any appraisee who feels that his/her appraisal was unsatisfactory or unfair to him/her, may ask that the FRC review the appraisal with him/her and the appraiser.

This is a non-contractual policy and procedure which will be reviewed from time to time.
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appendix A – Appraisal Form 

Appendix A

Henfield Parish Council Performance Review Form (Draft) 

For year ended April xxxxxx

Employee Name:
Current role: 

Date appointed in current role: 

Employee's comments on objectives/review of past year including development plan (what has been achieved/what more could have been achieved) 

Reviewer's comments and summary post discussion with employee (incl. Both what was achieved and how it was achieved) 
	Achievements
	

	Delivery of objectives
	

	Projects
	

	Team Working
	

	Communication
	

	Development plan
	

	Other comments
	


	Summary of discussion with employee




Agreed Objectives for coming year:

	Objective
	Due Date

	
	

	
	

	
	

	
	


Agreed Development Plan for coming Year 

	Development aim
	Due Date

	
	

	
	

	
	

	
	


I agree this is a record of the views exchanged in the performance review discussion. 

Staff signature






Date: 

Reviewer's signature: 





Date: 

Date of planned mid-year review : 

2

