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	Staff Appraisal Policy



General Comments for Establishing a Staff Appraisal Policy
As with most areas of policy and operations there is no one model that is best.   What matters is that the organisation has a clear policy and rationale to appraisal and this is applied to all staff.

At the end of the policy are three possible options for staff appraisal tools.  Note that the first example, which is the most comprehensive, is the only one that has sections related to team leaders and executive officers.  For staff that do not have these roles, simply delete this section before giving them the form for self evaluation.  Once you have decided which tool is best to use, delete the others.
Before reading the policy you may want to consider the following:

1. Who will be involved in appraisals, options are:
1.1. line manager

1.2. line manager and senior manager (either most senior officer or management committee member)

1.3. Most senior officer and / or management committee member

2. While it has not been included in the following template document it may be worth considering whether there is any role for service users feedback / other staff member feedback to be incorporated into the appraisal system. 

3. The system described in the template policy involves a collaboration and discussion between the staff member and the appraiser.  It is worth noting that some organisations use a system whereby only the appraisers provide scores or appraisal feedback.
4. As with all the policies if you have feedback, suggestions or questions, please get in touch.

	1.Responsibility for approval of policy
	(Board, management committee or senior officer)

	2.Responsibility for implementation
	Staff role

	3.Responsibility for ensuring review
	Staff role


	Staff Appraisal 
Policy

	Organisation’s Name 

	Approval date: 00/00/00

	Revision date: 00/00/00


1. Policy Statement

___________________ (name of organisation) is committed to a staff appraisal and supervision policy that supports performance improvement, staff development, and the delivery of high quality services.  
2. Purpose

2.1. This policy outlines the system of appraisal for ___________________ (name of organisation) staff.
2.2. Consistent appraisal aims to support employees and ensure their work and development are monitored in a positive way.
3. Scope

3.1. All staff within (name organisation) will have annual appraisals.

3.2. Appraisals will relate to all aspects of the individuals work.  

4. Principles

4.1. All employees have a right to a fair appraisal.

4.2. Appraisal must have a commitment to equality and be consistent with anti-discrimination law.

5. Roles and Responsibilities

5.1. The (senior officer) has a responsibility to ensure training is provided for all staff who deliver appraisals, and that the appraisal policy is fully implemented.
5.2. Line managers have a responsibility to conduct appraisals for staff they have direct responsibility for. 

 or

5.3. Appraisals will be conducted by two senior members of the organisation; this will always include the line manager, the other individual will be the (name senior officer role) or a member of the Management Committee/Board. 

5.4. It is the role of the staff members/s conducting the appraisal to communicate with the staff member’s supervisor, if they will not be involved in the appraisal.

5.5. It is the responsibility of the Chair of the Management Committee to ensure and participate in the senior executive’s appraisal.

6. Frequency, Length and Location
6.1. Appraisals will be conducted annually, based on the employee’s date of employment, or held at a set time each year. 
6.2. An appraisal will be scheduled sufficient time to enable proper reflection and feedback.  To ensure this, a period of one and a half hours will be scheduled by all involved parties, although appraisals will frequently take less time than this.
6.3. The organisation may opt to have an appraisal following completion of the probationary period.

6.4. Appraisal should take place in a location that affords privacy, and efforts should be made to avoid interruptions as much as possible.

7. Record Keeping
7.1. The final agreed appraisal forms should be kept as part of the employees personnel file.

8. Confidentiality

8.1. Appraisal sessions are in-general confidential exchanges.  However, the appraisal record is an organisational document which may be seen by others for specific purposes.

9. Equality Issues

9.1. Appraisers should be cognisant of anti-discriminatory principles and sensitive to differences between backgrounds and experiences. 

10. Process

10.1. The appraiser should take time to review the categories within the appraisal and ensure that these reflect the job description and level of expectation of the role.

10.2. The staff member will be informed of the appraisal date in good time, generally no less than two weeks.   The staff member will be forwarded the self-appraisal form at this date and sufficient time will be made available within the work hours to complete this self-evaluation prior to the appraisal session.
10.3. Prior to the appraisal the appraiser should ensure they have the following:

10.3.1. Good knowledge of the supervision records and any issues arising herein.
10.3.2. Documentation relating to the work plan for the period under review and any work plan tasks/aims for the year coming.
10.3.3. Copy of previous year’s appraisal. 

10.4. The standard agenda for the appraisal session will be as follows:

10.4.1. Introductions and review of agenda and process.
10.4.2. Both parties will go through each section of the appraisal form, the aim of this process is to:

10.4.2.1. Discuss the perceptions of performance
10.4.2.2. Explore rationale behind grading
10.4.2.3. Explore any factors which will support greater performance in the future, i.e. mentoring, training/education, behavioural aspects, changed working processes, systems, changes in supervision etc.
10.4.2.4. Enable all parties to agree on a rating, which will go on the appraisal form for the personnel file.
10.4.3. It is important to note that while the appraisal provides an opportunity for discussion, and has the aim of agreement, the final mark is determined by the appraiser/s.  The following outlines the process if the staff and appraiser/s do not agree on a rating following discussions on this:
10.4.3.1.1. If the appraiser/s had a higher rating then this will be the rating recorded, the appraiser/s will outline their reasons for the higher rating.

10.4.3.1.2. If the appraiser/s’ rating is lower than the staff members, the appraisers rating will be recorded on the form and the staff member will have an opportunity to record their disagreement on the last page of the appraisal.

10.4.4. The last section of the appraisal reviews the upcoming work-plan areas and any actions arising from the appraisal that will need to be marked for action in the forthcoming year.

10.4.5. If a staff member is unsatisfied with the outcome of the appraisal then the method for progressing is the grievance procedure.

10.4.6. Appraisals are linked to the payment of yearly increments when the organisation has sufficient funds for the payments of increments.  The decision on whether the increment will be awarded will be communicated to the staff following the appraisal and approval of the decision by the (senior officer / management committee / board).  In general the organisation requires a rating of (meets expectations / exceeds expectations) for the increment to be paid.

10.5. If for any reason the appraisal is postponed, this will be re-scheduled at the earliest opportunity.

Performance Evaluation Sample Form 1

	Employee Name: 

                             
	Appraiser 1 :                                

	Title: 

          
	Appraiser 2:

          

	Evaluation Period:
	Overall rating from last appraisal:                      


Rating Standards (each area will be rated between 1 and 10)
	Not Applicable 
	N/A
	The employee is not required to perform in a specific rating factor.

	Unacceptable
	1

2
	Work performance is below the standards of performance required for the position. Performance at this level cannot be allowed to continue.

	Improvement Needed 
	3

4
	Work performance does not consistently meet the standards of performance for the position. Serious effort is needed to improve performance.

	Meets Expectations 
	5

6
	Work performance consistently meets the standards of performance for the position.

	Exceeds Expectations 
	7

8
	Work performance is consistently above the standard of performance for the position.

	Outstanding 
	9

10
	Work performance is consistently superior to standards required for the job.


	NA
	1    2
	3       4
	5       6
	7     8
	9    10
	RATING FACTORS
	COMMENTS




1. Specific work projects / work goals (appraiser to complete task list prior to giving to the staff member).

	
	
	
	
	
	
	Role/task: 
	

	
	
	
	
	
	
	Role /task:
	

	
	
	
	
	
	
	Role /task:
	

	
	
	
	
	
	
	Role /task:
	

	
	
	
	
	
	
	Role /task:
	


2. Technical Skills (Effectiveness with which the employee applies job knowledge and skill to job).

	
	
	
	
	
	
	Job Knowledge
	

	
	
	
	
	
	
	Analyses and Resolves Problems
	

	
	
	
	
	
	
	Provides Suggestions for Work Improvement
	

	
	
	
	
	
	
	Employs Tools of the Job Competently
	

	
	
	
	
	
	
	Follows Proper Safety Procedures
	


3. Quality of Work (Manner in which the employee completes job assignments).

	
	
	
	
	
	
	Thoroughness
	

	
	
	
	
	
	
	Reliability
	

	
	
	
	
	
	
	Responsiveness to Requests
	

	
	
	
	
	
	
	Follow-through/Follow-Up
	

	
	
	
	
	
	
	Judgment/Decision Making
	


	NA
	1    2
	 3       4
	5       6
	7     8
	9    10
	RATING FACTORS
	COMMENTS




4. Interpersonal Skills (Effectiveness of the employee’s interactions with others and as a team participant)

	
	
	
	
	
	
	With Co-workers
	

	
	
	
	
	
	
	With Supervisor
	

	
	
	
	
	
	
	With other Agencies / Community
	

	
	
	
	
	
	
	Team Contributions
	

	
	
	
	
	
	
	Team Participation


	


5. Communication Skills (If applicable to the job)

	
	
	
	
	
	
	Written 
	

	
	
	
	
	
	
	Verbal 
	

	
	
	
	
	
	
	Shares Information Willingly
	


6. Approach to Work (Characteristics the employee demonstrates while performing job assignments)

	
	
	
	
	
	
	Open to New Ideas and Approaches
	

	
	
	
	
	
	
	Initiative
	

	
	
	
	
	
	
	Planning and Organisation
	

	
	
	
	
	
	
	Flexible/Adaptable
	

	
	
	
	
	
	
	Follows Instructions
	

	
	
	
	
	
	
	Interacts with Organisational  Processes in Appropriate Ways
	

	
	
	
	
	
	
	Seeks Additional Support

and Development where Required
	

	
	
	
	
	
	
	Attendance / Time Keeping
	


7. Quantity of work (Employee’s success in undertaking work tasks)

	
	
	
	
	
	
	Ability to Complete Necessary Tasks
	

	
	
	
	
	
	
	Priority Setting


	


	NA
	1    2
	 3       4
	5       6
	7     8
	9    10
	RATING FACTORS
	COMMENTS




1. Supervisory/Leadership Skills (Applies only to employee who is a Manager, Supervisor, or Lead)

	
	
	
	
	
	
	Trains and Develops Staff
	

	
	
	
	
	
	
	Innovative and Progressive, Actively Develops the Service
	

	
	
	
	
	
	
	Properly Aligns Responsibility, Accountability and Authority
	

	
	
	
	
	
	
	Supervises and Supports Staff Effectively
	

	
	
	
	
	
	
	Faces Performance Problems Squarely and Effectively
	

	
	
	
	
	
	
	Controls Costs and Maximises Resources
	

	
	
	
	
	
	
	Instils Pride in Performance, Service, Innovation, and Quality
	

	
	
	
	
	
	
	Sets High Standards for Self as Well as Others
	

	
	
	
	
	
	
	Supports Useful Debate and Disagreement
	

	
	
	
	
	
	
	Welcomes Constructive Criticism
	

	
	
	
	
	
	
	Fosters Respect for Facts, Data, and  Objective Analysis
	

	
	
	
	
	
	
	Sets Specific Goals for Productivity and Process Improvements
	

	
	
	
	
	
	
	Supports Experimentation and Brainstorming that Leads to Innovation and Learning
	


2. Organisational Leadership Skills - for Senior / Executive Officers / Department Heads

	
	
	
	
	
	
	Leadership Skills
	

	
	
	
	
	
	
	Innovation / Development of Service
	

	
	
	
	
	
	
	Public Relations
	

	
	
	
	
	
	
	Ability to Manage Change 
	

	
	
	
	
	
	
	Financial Management and Presentation of Accounts
	

	
	
	
	
	
	
	Strategic/ Forward Planning  
	

	
	
	
	
	
	
	Initiation of review and evaluation
	

	
	
	
	
	
	
	Ensures appropriate KPIs and that organisation meets these
	

	
	
	
	
	
	
	Ensures good practice systems in HR (appraisals and supervision systems)
	


8. Overall Performance Rating (Place an X in the box above that describes the employee’s overall performance rating).

	   FORMCHECKBOX 
 Unacceptable
	 FORMCHECKBOX 
  Improvement    

       Needed
	  FORMCHECKBOX 
 Meets  

       Expectations
	  FORMCHECKBOX 
 Exceeds

       Expectations
	  FORMCHECKBOX 
 Outstanding

	Work performance is inadequate and inferior to the standards of performance required for the position. Performance at this level cannot be allowed to continue.
	Work performance does not consistently meet the standards of performance for the position.  Serious effort is needed to improve performance.

  
	Work performance

Consistently meets the standards of performance for the position.
	Work performance is consistently above the standard of performance for the position.
	 Work performance is consistently superior to the standards required for the job.


	9. Supervisor’s Comments

(Additional comments may be attached)




	10. Actions Plans /Training and Development Goals

(If applicable, summarize any specific projects, performance objectives, or training and development for the next review period.)




	11. Employee Comments/Reactions

(Optional.  If employee wishes to do so, any comments concerning the appraisal may be indicated in this section, or by an attachment)




	Employee Signature                                                                                 Date 

I have read and discussed this evaluation with my supervisor and I understand its contents.  My signature means that I have been advised of my performance status and does not necessarily imply that I agree with either the appraisal or the contents.




	Appraiser 1                                                                                                       Appraiser 2  

Signature                                                             Date                                   Signature                                         Date




Performance Evaluation Sample Form 2

Appraisal Period: From
__________________________ to _______________________

Employee Name and Title: ______________________________________________________

Supervisors Name: ____________________________________________________________

Date of Appraisal: _____________________________________________________________

Previous Appraisal: 

Review goals and objectives from previous appraisal.

Service User Service Provision:

Understands and responds to service user needs.  Reacts to the issues with a problem solving attitude.  Delivers services to clients in a way that reflects positively on the organisation.

Unacceptable
            Needs Improvement                  Meets Expectation      
               Exceeds Expectations

1
2

3
4
5
6
7
8

9
10  

Comments: ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Job Knowledge:

Demonstrates and maintains current job knowledge and skills necessary to perform the job effectively.

Unacceptable
            Needs Improvement                  Meets Expectation      
               Exceeds Expectations

1
2

3
4
5
6
7
8

9
10  

Comments:

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Judgement:

Identifies problems and is open to new and different solutions.  Follows up on problems and helps bring about solutions.

Unacceptable
            Needs Improvement                  Meets Expectation      
               Exceeds Expectations

1
2

3
4
5
6
7
8

9
10  

Comments:

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Reliability:

Meets deadlines in the absence of close supervision.  Demonstrates flexibility and willingness to take on different responsibilities.

Unacceptable
            Needs Improvement                  Meets Expectation      
               Exceeds Expectations

1
2

3
4
5
6
7
8

9
10  

Comments:

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Quality & Quantity of Work:

Meets expectations for quality of work.  Successfully completes an adequate volume of work on a timely basis.

Unacceptable
            Needs Improvement                  Meets Expectation      
               Exceeds Expectations

1
2

3
4
5
6
7
8

9
10  

Comments:

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Interpersonal and Communication Skills:

Effectively receives and conveys ideas orally and in writing.  Productively participates in meetings.

Unacceptable
            Needs Improvement                  Meets Expectation      
               Exceeds Expectations

1
2

3
4
5
6
7
8

9
10  

Comments:

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Teamwork:

Establishes and maintains effective working relationships with others.  Makes suggestions on how to improve the efficiency and effectiveness of the team.

Unacceptable
            Needs Improvement                  Meets Expectation      
               Exceeds Expectations

1
2

3
4
5
6
7
8

9
10  

Comments:

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________

Job Description:  Review and discuss current job description.

Comments:

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Overall Ratings:

Unacceptable
            Needs Improvement                  Meets Expectation      
               Exceeds Expectations

1
2

3
4
5
6
7
8

9
10  

Comments:

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Future Goals and Development Objectives: Lists specific goals for the next appraisal period

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Adapted From Community Sector Employment Forum

· Performance Evaluation Sample Form 3

	Employee Information

	Name
	
	Employee ID
	

	Job Title
	
	Date
	

	Department
	
	Manager
	

	Review Period
	
	to
	

	

	Ratings

	
	1 = Poor
	2 = Fair
	3 = Satisfactory
	4 = Good
	5 = Excellent

	Job Knowledge
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Comments
	

	Work Quality
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Comments
	

	Attendance/Punctuality
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Comments
	

	Initiative
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Comments
	

	Communication/Listening Skills
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Comments
	

	Dependability
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Comments
	

	Overall Rating (average the rating numbers above)
	

	

	

	Evaluation

	Additional Comments
	

	Goals

(as agreed upon by employee and manager)
	

	

	Verification of Review

	By signing this form, you confirm that you have discussed this review in detail with your supervisor. Signing this form does not necessarily indicate that you agree with this evaluation.



	Employee Signature
	
	Date
	

	Manager Signature
	
	Date
	


