Individual Performance Appraisal

This document aims to help all Salford City Council employees use the appraisal system effectively to improve current and future performance.
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Appraisal Principles 

Introduction

All Salford City Council employees must have a formal job appraisal at least once a year.

The appraisal process is designed to assess performance, help employees improve in their current role and support career aspirations within a framework of organisational priorities.

Some variations in local appraisal practices may be required to ensure this policy is applied in a meaningful way. However, local variations must conform to the corporate principles outlined in this policy.

Roles and Responsibilities   

Directors must ensure their appraisal practices conform to this policy. They are responsible for monitoring appraisal practices in their own Directorates, and ensure employees have the skills and knowledge to participate fully in the appraisal process.

The Director of Customer and Support Services is responsible for monitoring how the appraisal policy is implemented across the City Council. This is to ensure all appraisal processes being undertaken comply with the policy, and to identify best practices across the organisation. Individual Directors are accountable for the operation of appraisal processes within their own Directorate.

Directors must inform the Director of Customer and Support Services of any employee deriving benefit or disadvantage from the application of this policy. This is required by the Statutory Codes of Practice in relation to the Race Relations (Amendment) Act and Disability Discrimination Act. 

The Director of Customer and Support Services is also responsible for monitoring how the appraisal policy supports the City Council’s Performance Management System. Individual Directors are accountable for ensuring local appraisal processes support the Performance Management System within their own Directorate. 

Corporate Appraisal Principles

Appraisals must:

· Be relevant and meaningful to the employee and the job they perform.

· Help employees work to agreed standards and priorities.

· Encourage actions to support continuous performance improvement.

· Agree actions to be taken to achieve targets and meet identified needs.

· Help employees understand how they contribute to their Service Plan, and the City Council’s priorities. 

· Take place at least once a year. Employees in a new job role must have an appraisal within the first six months.
· Be conducted as one to one interviews, unless other arrangements are more appropriate. e.g. team appraisals, peer appraisals, 360 degree appraisals. The     jobholder’s line manager would usually conduct the appraisal, unless another officer to do so more effectively e.g. on a day to day basis the jobholder works more closely with another manager or supervisor.   
· Be supported by relevant briefing/training, so that employees can participate effectively as appraisers and/or jobholders.
How Appraisal Links To Performance Management 

Appraisal is part of Salford City Council’s Performance Management System. Effective appraisal processes help people understand how their job performance contributes to Salford City Council’s Pledges and the relevant Service and Business Plans. 

Effective appraisal processes define priorities and clarify performance measures so that jobholders can see how their performance contributes to the bigger picture. It also measures the performance of each employee against expectations and identifies measures for performance improvement.

The contribution of individual jobholders is shaped by their job role. Therefore, the extent jobholders contribute to each of the Pledges varies according to their job, the priorities of their Service Plan and the focus of their Directorate. However, all employees should be aware their role makes a vital contribution, and appraisal is one way to recognise this formally. 

Doing an Appraisal

A: Making Appraisals Work –Good Practice Guidelines

These notes explain the purpose of appraisal and offer a framework for good practice.

Appraisal  - What it’s about.

Appraisal is about looking back and looking forward.  

It is a formal process where: 

· Individual (or team) performance is reviewed over a set period  (e.g. one year).

· Targets for the following period are identified or confirmed.

· A realistic action plan is developed to help the individual

          (or team) perform more effectively in the future.

· Future ambitions can be discussed, and realistic plans formulated to help people achieve their goals within a context of organisational priorities. [Here it is important to balance individual and organisational needs.]

Appraisal  - What it’s not about.

Appraisal is not about:

· Handling disciplinary issues –these should be handled through the disciplinary process.

· Raising poor performance issues for the first time. Poor performance must be addressed when it is first identified. However, when poor performance issues have been raised previously with the jobholder, the extent performance objectives have been achieved/not achieved should be reviewed in accordance with the action plan and recorded. 

          [Appraisals with poor performers need to be handled on their own merits. Where         

            necessary, guidance from the HR team may be requested.]  

· Replacing day to day management and supervision by an annual review. Staff  need regular opportunities to obtain feedback on their performance, receive informal coaching, and highlight any factors stopping them performing to their full potential. 

Appraisal –A Shared Responsibility 

Appraisal is a shared responsibility between the appraiser and jobholder.

It is a two way process  -both parties share accountability for its success.

Appraisal has three key phases:

Phase One –Before the meeting –preparation.

Phase Two –The meeting itself –a two way process.

Phase Three –After the meeting –follow up actions.

B: Preparing for Appraisal – Form and Guidance Notes

The appraisal meeting is a shared responsibility, the appraiser and jobholder must prepare beforehand. Both parties should bring their discussion points to the meeting, and aim to have a meaningful two-way dialogue.

Sufficient time must be allowed for preparation; the appraiser and jobholder must have enough notice to do this thoroughly. 

The period of notice required depends upon the context in which the appraiser and jobholder work. However, at least two weeks notice for preparation is recommended.

NB: Appraisal is not an optional extra. The appraiser and jobholder need to build time for preparation, the meeting itself and any follow up actions into their day to day work patterns. 

The appraiser and jobholder should use the following checklists to ensure thorough preparation takes place;

Appraiser Checklist  

Have you read the good practice guidelines about the purpose of appraisal? 

Are you clear about the purpose of appraisal?

Are you clear about your role in the appraisal?

Do you have the knowledge and skill to handle the appraisal?

Have you collected relevant information and documents (particularly evidence of the performance you are discussing)? 

Do you have a copy of the current job profile?

Have you got enough information to have a meaningful discussion with the jobholder about their job?  Do you understand their job?

Have you given the jobholder at least two weeks notice of the appraisal meeting?

Is the jobholder clear about the purpose of the meeting?

Has the jobholder received the preparing for appraisal form? 

Has the jobholder completed the preparing for appraisal form?

Has the jobholder given you a copy of the completed preparing for appraisal form?     
Has the jobholder got a copy of their current job profile?

Have you booked a suitable room at a convenient venue?

Have you made sure the jobholder is aware of the time, date and venue of the meeting?

Jobholder Checklist

Have you been given at least two weeks notice that you have an appraisal ?

Have you read the good practice guidelines about the purpose of appraisal? 

Are you clear about the purpose of the appraisal meeting?

Have you got a copy of your current job description?

Have you received the preparing for appraisal form? 

Have you completed the preparing for appraisal form?

Have you given a completed copy of the preparing for appraisal form to the person conducting your appraisal?     
Have you been given the time, date and venue of the meeting?
APR1
(Employee to complete parts: 1 to 4)
PART 1:  Your Present Job  

1. How would you describe the purpose of your current job?


2.
Do you have an up to date job profile and task list?        

  YES              NO    


If NO please state what changes you feel have happened.


3.
Do you have regular opportunity to discuss your work and action plans with your manager?








YES

NO   NO

PART 2:  Your Performance over the last 12 months
1.
What would you say has gone well?


2.
What has not gone well and why? 


3.
If you have made a statement in Question 2.  Do you have any ideas on how things can be improved?


PART 3:  Your Training and Development

· Training to improve performance on current tasks

1.
Consider your Training and Development for last year 


Has it been completed?  
YES       
NO


If NO please list any relevant items outstanding


2.
What support, help or guidance do you think you need in the next 12 months to improve performance?  (Consider the booklet “60 ways to learn something new”.)

	Please list support, help or guidance

a)

b)

c)

d)


	How would you use it to improve performance?




· Developing You and Your Career

1.
How would you like your career to develop over time?  Do you have a goal or target?


2.
What are your plans for achieving your goal?


3.
Do you have any skills you do not use in your present job that you think the Directorate could make use of?


PART 4: SALFORD COMPETENCY FRAMEWORK
Now measure how you feel you are doing in your job against the following competencies. The level for your job has been identified (see Salford Competency Framework for more detail), look at the level you are expected to operate at and decide what level you feel your current level of skills and knowledge are, and rate yourself.  Your manager will do the same and discuss this with you at your Review.

	CORE

COMPETENCY
	DEFINITION
	Level required for Job (1-4)


	SELF-RATING (1-4)
	DEVELOPMENT REQUIRED Y/N

	Interpersonal & Communication


	Shares ideas and information. Using clear language. Listen to others’ view and shows that they understand.


	
	
	

	Customer Focus
	Finds out what the customer needs and responds willingly. Makes sure that the services the Council offers meet the needs of the customers.


	
	
	

	Equality & Respect
	Shows respect for others’ differences and looks for the chance to promote equality of opportunity and good relations within the community.


	
	
	

	Learning & Development
	Takes personal responsibility for their own learning and professional improvement.  Sees when they need to learn new skills and looks for opportunities to practice them.  Help others by sharing skills, giving regular, honest and useful feedback.


	
	
	

	MANAGER COMPETENCY
	DEFINITION
	Level required for Job (1-4)


	RATING SELF(1-4)
	DEVELOPMENT REQUIRED Y/N

	Leadership
	Open and ethical.  Sets high standards of behaviour, inspiring and promotes a culture that supports continuous improvement commitment, enthusiasm and facilities change.


	
	
	

	Managing People
	Ensures staff are well trained, knowledgeable, motivated and committed.  Seeks to release the full potential of all employees.


	
	
	

	Managing Resources
	Plans and uses physical resources effectively and efficiently according to need by prioritising and using sound management practice.


	
	
	

	Thinking & Taking Decisions
	Is forward  looking, innovative and has a clear vision. Makes and transmits decisions in a structured and systematic way and encourages wide spread input and ownership.


	
	
	

	Developing Strategy, Planning and Organising
	Ensures team is able to deliver its objectives.  Effectively contributes to formulation, development, transmission and review of strategy and policy.


	
	
	


Please return this form to your Reviewing Manager at least one week prior to your appraisal.  This will be discussed with you at your Appraisal & Development Review

B: The Appraisal Meeting – Form and Guidance Notes

The appraisal meeting should be a positive experience but it should also be honest and rigorous.  It is an opportunity to talk about work, goals and aspirations in a relaxed way.  It should be a balanced discussion, both parties need to listen actively, speak clearly, and ask questions. 

Ideally the jobholder should do more of the talking.
The appraiser should ensure the following is covered 

Looking Back:

The jobholder’s main objectives for the last review period.  

The main successes and achievements in the last review period.

Any aspects of the job that were less successful.

The performance of the jobholder against the competencies.

What helped or hindered performance? 

Training and development undertaken.

How effectively any training and development was applied to the job. 

Looking Forward:

The jobholder’s main objectives for the next review period.

The jobholder’s main development needs.

How development needs will be addressed.

How meeting development needs is expected to help the jobholder’s performance.

The jobholder’s career and personal development plans.

The accuracy of the current job profile and any other issues.  

Use the checklists that follow to ensure the appraisal meeting is a worthwhile investment of time.

Appraiser Checklist
Set a relaxed but professional atmosphere-consider the seating arrangements.

Be consistent - maintain your normal working relationship with the jobholder.

Explain the purpose of the meeting.

Agree a clear agenda or format for the meeting with the jobholder.

Listen actively and ask questions which encourage the jobholder to do most of the talking and self-appraise their own work.

Be flexible when working through the agenda but make sure you cover everything.

Take notes to help you complete the appraisal forms after the meeting –make sure the jobholder knows why you are taking notes.

Review the last year’s work.  

Praise and recognise successes.

Agree improvement areas and aim to find mutually acceptable ways to address them.

Consider the work plan for the future, individual and team responsibilities and contributions.

Encourage the jobholder to talk about any development needs and career ambitions.

Summarise the key points agreed at the end of the meeting.  

Aim to end the meeting on a positive note.
Jobholder Checklist 

Refer to the completed copy of preparing for appraisal form.

Be calm and assertive -make sure the appraiser listens to your views.

Be prepared to listen and exchange views with the appraiser.

Be prepared to self-appraise your own work honestly 

Discuss what helps or hinders different aspects of your job performance. 

Discuss how to keep improving and agree action points with the appraiser.

Discuss development needs and any future ambitions.

Participate in setting and prioritising realistic objectives for the next year.

Discussion Checklist

Performance -looking back

How well do you think you achieved your job objectives last year?

What were your main successes and achievements in the review period? 

What factors helped you?

What was less successful/unsuccessful in the review period? 

What factors hindered you?

Did anything change to help you work more or less effectively in the review period? 

What changed? How did it change?

Performance -looking forward

What can be done to improve the way we work?  How could your working arrangements/conditions be changed to improve the way we work?

What objectives should be the priority in your job over the next year? Why are these objectives a priority? What would help you do your job better over the next year?

Development (current job) – looking back
What do you feel are your main skills and strengths?

Can you use them fully in your present job?

What development activities have you undertaken over the past year?

What training programmes have you attended?

How have you applied any new skills/knowledge acquired over the past year in your job?

Development (current job)– looking forward
What aspects of your job are you less/ least comfortable with? Why?

How might these aspects be addressed? 

What development activities would help you perform better in your current job? 

Career and personal development – future aspirations

What are your career ambitions/ personal development plans for the future?

To what extent can we support and help you achieve your ambitions and plans? 

Other Issues

Does your Job Description accurately reflect your current role?

What other issues need to be discussed at the appraisal meeting?

APR2
Appraiser:………………………………..

Job Holder:………………………………

Date of interview:……………………….

Review Period:………………………….

PART 1:  Performance over the last 12 months
1.
What has gone well?


2.
What has not gone well and why? 


3.
How things can be improved?


PART 2:  Training and Development

1.
Has the training and development planned for last year 


been completed?  
YES       
NO


If NO please list any relevant items outstanding


2. Outcome of training and development since the last review period


PART 3:  Developing You and Your Career 
1.
How would you like your career to develop over time?  Do you have a goal or target?


2.
What are your plans for achieving your goal?


3.
Do you have any skills you do not use in your present job that you think the Directorate could make use of?


Part 4: SALFORD COMPETENCY FRAMEWORK
Now measure performance against the following competencies. The level for the job has been identified (see Salford Competency Framework for more detail), look at the level expected and decide what level the current level of skills and knowledge are, and rate it.

	CORE

COMPETENCY
	DEFINITION
	Level required for Job (1-4)


	SELF-RATING (1-4)
	MANAGER RATING (1-4)
	AGREED RATING

(1-4)
	DEVELOP-MENT REQUIRED Y/N

	Interpersonal & Communication


	Shares ideas and information. Using clear language. Listen to others’ view and shows that they understand.
	
	
	
	
	

	Customer Focus
	Finds out what the customer needs and responds willingly. Makes sure that the services the Council offers meet the needs of the customers
	
	
	
	
	

	Equality & Respect
	Shows respect for others’ differences and looks for the chance to promote equality of opportunity and good relations within the community.
	
	
	
	
	

	Learning & Development
	Takes personal responsibility for their own learning and professional improvement.  Sees when they need to learn new skills and looks for opportunities to practice them.  Help others by sharing skills, giving regular, honest and useful feedback.
	
	
	
	
	

	MANAGER COMPETENCY
	DEFINITION
	Level required for Job (1-4)


	SELF-RATING (1-4)
	MANAGER RATING (1-4)
	AGREED RATING

(1-4)
	DEVELOP-MENT REQUIRED Y/N

	Leadership
	Open and ethical.  Sets high standards of behaviour, inspiring and promotes a culture that supports continuous improvement commitment, enthusiasm and facilities change.


	
	
	
	
	

	Managing People
	Ensures staff are well trained, knowledgeable, motivated and committed.  Seeks to release the full potential of all employees.


	
	
	
	
	

	Managing Resources
	Plans and uses physical resources effectively and efficiently according to need by prioritising and using sound management practice.


	
	
	
	
	

	Thinking & Taking Decisions
	Is forward  looking, innovative and has a clear vision. Makes and transmits decisions in a structured and systematic way and encourages wide spread input and ownership.


	
	
	
	
	

	Developing Strategy, Planning and Organising
	Ensures team is able to deliver its objectives.  Effectively contributes to formulation, development, transmission and review of strategy and policy.


	
	
	
	
	


Part 5:  PERFORMANCE OBJECTIVES
List below the key objectives that will need to be met over the next 12 months linked to the business plan and service plan.

	 List Objectives  as defined by the service/business planning process here:
	Enter

Target date
	 Is progress on target  (Y/N)
	Commentary on progress to date

	1.


	
	
	

	2.


	
	
	

	3.


	
	
	

	4.


	
	
	

	5.


	
	
	

	6.


	
	
	

	7.


	
	
	

	8.


	
	
	


Other Comments:

Signed: ...................................... 
Signed: ......................................

             (Employee)                                                                              (Manager)

Date: .........................................
Part 6: PERSONAL DEVELOPMENT PLAN
BUSINESS UNIT ………………………………  

NAME...............................................

	DEVELOPMENT NEEDS IDENTIFIED

(List in order of importance)
	HOW TRAINING / DEVELOPMENT TO BE PROVIDED
	LEVEL

*(N, D or O)
	RESP.

**(M or E)
	TARGET DATE
	REVIEW DATE

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


 * Please indicate whether it is a National (N), Directorate (D) or Other (O) Priority training

**Please indicate whether it is the Manager’s (M) or Employee’s (E) responsibility

D: After the Meeting – Good Practice Guidelines

The meeting does not conclude the appraisal process. The meeting forms the basis of service work plans for the year ahead, and should be reviewed on a regular basis.

Appraiser Checklist

Write up the notes immediately after the interview (leave enough time to do this) on the APR2 documents; don’t feel constrained by the documentation add further notes on additional sheets if you need to.

Give the jobholder a copy of the notes to make any comments and/or suggest amendments.

Keep the notes of the meeting in a confidential place. 

Ensure action points are followed up, particularly those addressing development issues. A draft follow-up form is attached.

Jobholder Checklist

Sign and keep a copy of the APR2.

Add any comments or amendments.

Monitor the record regularly and follow up on action points as required.

Appraisal Meeting                                              Action Plan 

	Actions by jobholder
	Due date
	Action done?

	Actions by appraiser
	Due date
	Action done?


To be completed prior to your Review
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