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Bradley Stoke Town Council
Staff Appraisal Scheme

1. 
AIMS OF THE APPRAISAL SCHEME

· To encourage and improve communication between colleagues by providing a formal opportunity to discuss progress, priorities and training needs.
· To achieve a clear understanding of what is expected and required, and to prepare an action plan, or work programme, where appropriate.
· To identify training/development needs and aspirations.
The appraisal process is not used for directly addressing performance, job evaluation or disciplinary related matters.

2.
HOW IS THE APPRAISAL CARRIED OUT?

An appraisal meeting will be held on a one-to-one basis with your line manager; in respect of the Town Clerk, this will be the Chair of the Town Council.

3.
NOTICE OF APPRAISAL

At least 14 days notice, in advance of the appraisal meeting, will be given and a form forwarded for completion, along with a copy of your current job description.

4.
WHAT SHOULD I DO BEFORE MY APPRAISAL

4.1 Complete the form, giving consideration to:

· Knowledge of Duties

· Quality of Work

· Quantity of Work

· Relationships with Others

· Communication Skills

· Manual/Numeric/Operational Skills

· Supervision/Oversight of Staff

· IT Skills

· Managing Resources

4.2
Make a note of any difficulties you have experienced or concerns you have, so that a constructive way to overcome them can be considered.
4.3
Consider any comments, questions or suggestions you may wish to make and return your appraisal form at least five clear working days before you are due to meet with your line manager.

4.4
The following sections are to be completed by the appraisee before the interview:

Section 1 – Current Job/Objectives allocated at last year’s appraisal
Section 2 – Detailed Assessment of Performance of Duties

Section 3 – Interests and Training Aspirations

Section 4 – Attendance and any specific factors affecting overall performance

Section 5 – Strengths and Weaknesses 

5.
WHAT WILL HAPPEN AT THE APPRAISAL INTERVIEW?

5.1 Review of the past year, discussing the Job Description and agreeing any minor changes if required.
5.2 Agree objectives for the forthcoming year and discuss if the way in which tasks are carried out can be improved.

5.3 It is important to be specific and to recognise that listening is just as important as talking. You and your appraiser should aim to share the talking equally. The atmosphere should be one of openness and trust. Any comments made by the appraiser or jobholder are to be constructive and should not be seen as criticism.

5.4 The following sections are completed at the interview, by the line manager:

Section 6 – New Objectives for the next year

Section 7 – Additional Comments/Interview Notes

6.
WHAT RECORDS WILL BE KEPT?

6.1
At the end of the interview, the appraiser will sign and date Section 8; the form will then be signed by the appraisee. (Note: Signing the form does not constitute formal agreement with the comments made by the line manager, merely that it is an accurate record of the meeting).
6.2 It is important that the Town Clerk/Chair of Town Council is aware of all issues raised so that those of concern can be addressed.
6.3 The original will be kept in your personal file, and will be used for the purpose of reviewing the past year, prioritising tasks and objectives for the forthcoming year and identifying training/development needs and opportunities. Staff will be supplied with a copy of the completed appraisal.
7.
APPEAL PROCEDURE

7.1 If you are not happy with the outcome of the appraisal, you should, in the first place, discuss the matter with your line manager to reach agreement.

7.2 If, following discussions, you feel your concerns have not been suitably resolved, then the matter should be discussed with the Town Clerk. In the case of those staff who report directly to the Town Clerk, the matter should be raised with the Chair of Council.
7.3 If the problem remains unresolved, staff must appeal in writing to the Chair of the Council, requesting for an appeal to be heard by the Bradley Stoke Town Council Staffing Committee (consisting of the Chairs of Committees), which is the final arbiter of the scheme. 

7.4 Staff wishing to appeal against the appraisal must submit a request to their line manager within 10 working days of receipt of their copy of the form. They are, at the same time, also to inform the Town Clerk or Chair of Council (as applicable) that they are appealing.

BRADLEY STOKE TOWN COUNCIL

ANNUAL STAFF APPRAISAL FORM

	Name of Employee
	

	Post Held
	

	Date of Appointment
	

	Report for Period
	


 
SECTION 1

	Current Job

	Purpose of Job



	Main duties (in line with job description)

	Objectives allocated at last year’s appraisal 

1. .…………………………………………………………………………………..Achieved Y/N

Comments

2. . .…………………………………………………………………………………Achieved Y/N

Comments

3. . .…………………………………………………………………………………Achieved Y/N

Comments



	Details of any additional duties or special projects undertaken during the period which are not generally included within the above details and which should be considered 

(where applicable).




SECTION 2
Detailed Assessment of Performance of Duties

	A
	Consistently above the acceptable standard of the grade

	B
	Achieves the acceptable standard of the grade and above the acceptable standard in some areas.  

	C
	Achieves the acceptable standard of the grade.  Meets all the requirements of the job

	D
	Not quite up to an acceptable standard, shows some general weaknesses

	E
	Consistently below the acceptable standard


Please complete the items below (where applicable) giving yourself a performance marking 
from the options above. Write any short comments in the boxes below each item

	1 Knowledge of Duties


	A
	B
	C
	D
	E

	
	
	
	
	
	


	2 Quality of Work 


	A
	B
	C
	D
	E

	
	
	
	
	
	


	3 Quantity of Work 


	A
	B
	C
	D
	E

	
	
	
	
	
	


	4 Relations With Others 


	A
	B
	C
	D
	E

	
	
	
	
	
	


	5 Communication Skills


	A
	B
	C
	D
	E

	
	
	
	
	
	


	6 Manual/Numeric/Operational skills 


	A
	B
	C
	D
	E

	
	
	
	
	
	


	7 Supervision/Oversight of Staff 


	A
	B
	C
	D
	E

	
	
	
	
	
	


	8 IT Skills 


	A
	B
	C
	D
	E

	
	
	
	
	
	


	9 Managing Resources 


	A
	B
	C
	D
	E

	
	
	
	
	
	


	10 Timekeeping 


	A
	B
	C
	D
	E

	
	
	
	
	
	


SECTION 3
	Interests and training aspirations




SECTION 4
	Attendance and any other specific factors affecting overall performance




SECTION 5
	Strengths


	

	Weaknesses


	


SECTION 6
	New objectives for the next  year

1. .…………………………………………………………………………………

Target date:………………………

2. .…………………………………………………………………………………

Target date:………………………

3. .…………………………………………………………………………………

      Target date:………………………




SECTION 7
	Additional Comments/ Interview notes




SECTION 8
	Signature of Appraising Manager
	

	Date:
	

	Signature of Appraisee: I have been offered the facility to see this report and I agree that the above is an accurate record of the views exchanged in the appraisal interview 
	

	Date:
	


Adopted by Bradley Stoke Town Council on 16th March 2011

