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This policy shall replace all previous Personnel and Staff Appraisal Policies previously adopted by the Parish Council.

Terms of Reference

The Personnel Committee shall meet a minimum of twice a year. Extra meetings will be called at the discretion of the Chair of the Personnel Committee as required.

The committee shall be appointed each year from amongst council members. It shall consist of a minimum of three members and shall be quorum with 3 members present.
The Chair of the Committee shall be elected at the first meeting each year.

The duties and responsibilities of the Personnel Committee are as follows:
1. To determine all matters pertaining to staff terms and conditions of employment.
2. To determine staffing level requirements and management structure. (Subject to full Council approving a change if it causes a variation of greater than 5% of the approved payroll budget)

3. To determine staff salaries (subject to the above proviso re full Council approval if it results in a variant of more than 5% of payroll budget)

4. To ensure staff are graded as per DALC/NALC guidance.

5. Manage and oversee recruitment process for all employees.

6. Monitor staff working conditions, wellbeing, and monitoring of absence.

7. Ensure Pay grade appeals procedure is in place.
8. Set the annual performance objectives for the Clerk and /or RFO and, in liaison with the Clerk, monitor and review all staff performance.
9. Liaise with staff re provision of any identified training needs for staff.

10. Monitor the council’s responsibilities re Health and Safety, Welfare and Employee Support.

11. Review and make recommendations to the full council on all policies relating to Employment, Discipline and Grievance, Recruitment Selection and all Equality and Diversity Issues.

12. In liaison with the Clerk, monitor and review performance by contractors recruited by Bonsall Parish Council


Staff Appraisal
It is the policy of Bonsall Parish Council to maintain a meaningful and effective appraisal system that will monitor performance against agreed and achievable targets and responsibilities and provide an opportunity for each member of staff to have his or her performance reviewed. It must include agreed steps to improve performance where necessary. The aim is to provide an effective and efficient service and a satisfactory working environment affording job satisfaction for all employees.
Employees must be regularly advised as to how they are doing and at regular intervals must have the opportunity to discuss their performance with their line manager. Opportunities for continuing personal and professional development shall be ensured and advice and mentoring shall be available and accessible to all.

Setting objectives and performance review

The annual appraisal interview shall discuss and agree SMART objectives for the coming period as well as reviewing performance to date and shall be the point at which any training and improvement needs are identified and planned.
Performance reviews will cover all aspects identified in staff job descriptions. Assessment will, in particular focus on;
· quality of work, accuracy and detail motivation and ability to work under pressure
· dependability & timekeeping
· job knowledge
· understanding of safety issues
· knowledge of the Council
· work planning and the effective use of time
· problem solving and decision-making
· flexibility, adaptability, initiative and innovation
· communication and interpersonal skills
· teamwork and / or leadership
· discretion
· business development
· achievement of targets
For staff undertaking manual work, the Clerk should also review all relevant risk assessments and arrange for signature and provide copies to staff.
Pre-review process and responsibilities:

Before any appraisal interview, the appraiser should gain perceptions of performance by enquiries of colleagues and the line manager having any involvement with the staff member in question and will bear in mind observations from councillors and members of the public. The staff will be given a pre appraisal form for completion.
Appraisals will be carried out by the Clerk to the Parish Council, except for the Clerk’s own appraisal which will be carried out by the Chairman of the Parish Council and one other member of the personnel committee. Where the appraisal is of the Clerk and/or RFO to the Parish Council, the Chair will seek the views of all Councillors in the initial preparation stage.

Document Templates
Appendix 1	Staff pre-appraisal form
Appendix 2	Councillor Feedback form
Appendix 3 	Appraisal form


APPRAISEE TO COMPLETE

1. Performance Over the Review Year

Use your job description and previously agreed objectives to complete this part of the form. Please review your job description to ensure continued relevance.
	1.1 How would you describe your overall performance in the past 12 months?

	1.2 Which parts of your job have you performed most effectively?

	1.3 Which parts of your job have not gone so well?

	1.4 State any part of your job description that you are not doing

	1.5 State any areas of work which are not in your job description


2. Your Skills and Expertise
	2.1 What are your key strengths in your job?

	2.2 What additional skills and expertise have you gained over the period?

	2.3 Do you possess skills and strengths not fully used in your job?


3. Development Needs
	3.1 What parts of your job do you find most difficult and why do you find them difficult?

	3.2 Has a lack of a particular experience or skill affected your performance?

	3.3 What additional training have you undertaken in the last 12 months?

	3.4 How effective has this training been?

	3.5 What training or experience would be of benefit to help you achieve future objectives/targets?


4. Objective/Target Setting

(Use your job description to consider what you intend to achieve next year)
	4.1 What potential individual objectives/targets do you want to discuss with your appraiser?

	4.2 What potential objectives/targets have high priority?



	4.3 Describe any particular help and/or support you feel you need to achieve your objectives/targets










Appendix 2

FEEDBACK FORM FOR COUNCILLORS

Please give feedback on the appraisee on the staff’s role in the following areas. Please consider what is being done well and what can be done better and if there are any suggestions for areas of focus.

Job description to be supplied.
	1. Knowledge of duties







2. Quality of Work







3. Relations with others







4. Communication skills







5. Supervision of staff/contractors (where applicable)
















Appendix 3

APPRAISAL FORM

Appraiser(s) to complete this before the interview
	Name
	

	Date of Interview
	


Consider what the appraisee has written in Section 1 and make your comments in this section. When you have completed the appraisal interview and agreed objectives, training and development plans, the overall summary and plans for the following year should be summarised below.
	1.Comment on identified main achievements (add anything else that was done particularly well)

	2.Comment on work which has not gone well and anything else that has not gone so well

	3.Give your overall assessment of the post holder’s performance during the last 12 months (include strengths, weaknesses and any constraints to their performance and the outcome of specific agreed objectives)



	















1. Agreed Objectives (although there are no set number of objectives, those set should cover
key aspects of the appraisee’s job description and be SMART)
	1
	

	2
	

	3
	

	4
	

	5
	

	6
	


2. Training/Development Actions
	


Appraisee Comments (this provides space for the employee to comment on the completed form and the appraisal process)
	Appraisee’s comments on the process


Signature of Appraisee	Date

Signature of Appraiser(s)	Date



























