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APPRAISAL POLICY

1)   
PURPOSE

This policy outlines the Rainbows GB (the Business) commitment to a formal appraisal system.

2)   
SCOPE

This procedure applies to all employees of Rainbows GB.

3)
Rainbows GB recognises, that to remain viable the performance and effectiveness of all its employees is critical. In an increasingly fast changing and developing world there is a need for constant updating of skills and expertise and the Business is committed to providing the means by which skills can be augmented and improved on an ongoing basis.

Whilst the requirement for some skills and expertise on a business wide basis can be determined by other means, skills which are essentially personal or related to a particular job or departmental need are best determined via the annual appraisal, which provides an opportunity for employee and manager to review past efforts and attainments and to set priorities for the future.

Rainbows GB believes employees should develop to the limits of their capability and personal ambitions. Subject always to the wishes of each individual, employees will be given every opportunity to undertake training, where financially viable, to improve skills of use within the Business.

To identify training opportunities managers will be required to review, in an open, objective and frank way, the past progress of employees under their control.  As part of this process, the line manager and employee will also be expected to plan future priorities and requirements.

The full appraisal in May [or the anniversary of the employee’s commencement date] and an interim review /  progress check six months after. The full appraisal, which is an equal two way process, consists of a Performance Appraisal Form which incorporates the assessment of the employee which is completed by the Manager and Employee respectively and discussion resulting in a mutually agreeable outcome. The interim appraisal revisits the previous full appraisal and identifies areas of the development that have been successfully completed and areas being actively worked towards.

During the appraisal meeting, it is anticipated that concerns raised by both parties can be discussed and resolved, guidance regarding shortcomings can be provided, and praise given for accomplishments.

Whilst a review of past performance is invaluable since lessons for the future can be derived from such discussions, a priority of the scheme is to give attention to the duties and tasks required of the employee for the future, and from such consideration, to determine and set development needs.  The priorities and requirements set for the following period will in turn form the basis for the next appraisal discussion.

Whilst the Business wishes employees to develop their capabilities and skills, it recognises that this is an ongoing process and continuous development is very important.  

Managers will be responsible for ensuring that the appraisal meetings occur within the time limits stated.

Summary of Appraisal Policy / Procedure:
· Procedures apply to all employees of Rainbows (Bereavement Support) GB

· Performance, effectiveness and (job satisfaction) of employees is critical

· Constant review and updating of skills and expertise to continue improving in our fast paced developing world is essential

· It is very important that the employee feels valued and can develop their skills to the best of their ability so that they can provide high levels of skill (and empathy) for the Business, whatever their role.

· Annual appraisal (with a progress review after 6 months) provides an opportunity for employee and manager to review previous work commitment and effort and set future priorities (targets/aspirations?)

· Employees will be given every opportunity to undertake training, if financially viable. 

· The Manager is responsible for discussing past progress and planning future priorities and requirements with the employee in an open, honest dialogue.

· An agreed format will be used and the progress towards priorities (targets/aspirations?) - those met, exceeded, on track, off track - will be discussed and reasons recorded.

· The meeting is a two way process and it is essential that any concerns can be resolved in a mutually respectful way.

· The timescale is the responsibility of the Manager and the initial meeting should take place one year from the previous meeting and the interim review 6 months later.
· The review is invaluable as lessons can be learned but it is the duties and tasks for the future which are the priority of the discussion. These need to be planned and structured so that development is continual and progressive.

· Once the discussion is completed and the future priorities agreed, the employee is responsible for completing section 5 of the paperwork. 

· These future priorities become the future appraisal discussion points.

· (Due to GDPR paperwork will be held online by the Manager and employee on password protected devices. A verbal summary can be shared with Trustees. IF a copy is required by Trustees, this MUST be deleted once read, due to GDPR).

APPRAISAL PROCEDURE

1)
PURPOSE

This procedure gives guidance to all employees and managers when participating in the appraisal interview.

2) SCOPE

This procedure applies to all employees of Rainbows GB.

3) The appraisal process will take place twice a year.  The full appraisal in May or [on the anniversary of the employee’s commencement date] and an interim appraisal six months later.  The appraisal consists of:
· Section 1.  Personal details – to be completed by the Manager.

· Section 2.  Self Assessment – to be completed by the employee and passed to the line manager one week before the appraisal meeting.
· Section 3.  Professional & Personal Performance Assessment – to be completed by the line manager before the appraisal meeting.  The final content will be jointly agreed with the employee during the appraisal meeting.
· Section 4.  Personal Objectives or Action Plan – to be agreed jointly by the line manager and employee during the appraisal meeting.
· The interim appraisal requires the line manager and employee to revisit the previous full appraisal and identify which areas for development that have been successfully achieved and to note and discuss areas that are still being actively worked towards.

· Due to the confidentiality of the forms, line managers and employees should be careful in respect of where and when they complete these forms.

· It is the responsibility of the line manager to set a mutually convenient date and time  of each appraisal and to arrange a suitable venue e.g. quiet and away from interruptions
· The interview should normally last between ½-1 hour and should involve discussing the contents of the appraisal form.  If there is disagreement over a comment this should be discussed until a mutually agreeable outcome can be achieved.  In section 4 line managers and employees are encouraged to identify and agree any essential development needs and objectives for the employee for the following twelve months.

· At the end of the interview the employee must be asked to write their comments in section 5 and sign the form to signify their agreement with the contents.  

· On completion of the appraisal the original forms will be held by the line manager and made available to the Trustees.

· During the interim appraisal, the progress review column in Section 4 should be jointly completed by the line manager and employee and relevant part of section 5 completed and signed.
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