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Appraisal Policy 
Betchworth Parish Council appraisal policy applies to all employees of the Council. 
Purpose of appraisal:
To provide an opportunity for the Clerk and the Parish Council representatives to discuss performance against agreed objectives and support the personal development of the Clerk consistent with the needs of the organisation.
The appraisal cycle:
The appraisal cycle will be annually from the date of the last appraisal date. In the case of a new Clerk being appointed, a six-month review will be held. Appraisal will normally be held at the start of the calendar year.
Identifying the appraiser(s):
The appraisal cycle will be managed by the Parish Council.  The appraisal will be conducted by two councillors. One appraiser will normally be the Chairman of the Parish Council. The Clerk will have the opportunity to propose the second appraiser.
Preparation for the appraisal meeting:
The appraisers will invite all councillors to provide feedback on performance and development needs prior to the appraisal meeting.  The Clerk may invite others to provide feedback to the appraisers.
Appraisal meeting:
A constructive, open, two-way discussion on performance and development needs is the core of the appraisal. The following will be key features of the appraisal meeting:
· Review of previous year’s objectives
· Discussion of achievements and concerns
· Agreeing objectives for the next year (no set number but all need to be SMART)
· Summary and agreement
The results of the appraisal process will be recorded on the Performance Appraisal form, which is at Annex A.  This record should cover the key points of discussion between appraiser and appraisee, objectives for the next year, and identified training/development needs.
A copy of the form will be kept securely by both appraiser and Clerk.
Confidentiality and GDPR: Discussions, notes and records arising from the appraisal process shall be regarded as confidential.  All Parish Council discussions shall take place in the absence of members of the public as provided for in the Standing Orders.

Annex A: BETCHWORTH PARISH COUNCIL STAFF APPRAISAL FORM
1. Administrative Details
· Employee Name: Job Title:
· Reviewer Name(s): 
· Appraisal Date: 
· Review Period:
2. What have they done and delivery against objectives
3. What have they done well 
4. What can be improved
5. Objectives setting
Specific, Measurable, Achievable, Relevant, and Time-bound targets for the next year.
6. Comments and Sign-Off
· Employee Comments:
· Employee Signature: 
· Reviewer Signature:
· Date: 
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