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STAFF APPRAISAL AND PERFORMANCE REVIEW
Policy Statement
( Name of Church / Organisation) is committed to ensuring that all employees are given every opportunity to discuss their roles and progress and can explore opportunities for development. 
Purpose
The purpose of the Staff Appraisal and Performance Policy is to afford all employees the above opportunities within a clear and consistent framework. 
 
1.	INTRODUCTION 
The Line Manager should ensure that regular conversations occur between themselves and their Staff member to build up their relationship. The annual appraisal meeting should be supported by monthly one to one meetings whether these are physical, virtual or by phone. Feedback should be given throughout the year on the staff members performance. Nothing should come as a surprise at the annual appraisal meeting.
1.1	The Staff Appraisal process aims to review and support any required improvements to performance and explore opportunities for development. Appraisals are annual, usually on the anniversary of appointment, and cover the following: 
· A review of the last twelve months’ work as a basis for future development. 
· Acknowledgement of successful work and the outcomes from the previous, if any, appraisal. 
· The setting of objectives for the coming year 
· Discussion of the future of both the job and the employee’s future. 
· A discussion of general performance and identification of any necessary actions.
· Identification of training and/or development needs. 
1.2	The appraisal process should be a positive experience and should help to build up relationships. It is intended to give employees the opportunity to openly express their thoughts on their own performance and aspirations and on any other issues that affect their job role. 
1.3	The process is also an opportunity for employees to receive constructive feedback on their performance in a safe and confidential setting. 
1.4	The process will be treated as confidential. 
 
2. THE PROCESS 
2.1	Appraisal meetings will be held every 12 months (or 6 months if it is felt necessary by either or both parties). New employees will be reviewed through the Contractual Probationary period, then, after six months, thereafter as part of the annual cycle. 
2.2	The Line Manager and employee will set a date for the meeting at least a month in advance and the previous completed appraisal forms will be provided to both. 
2.3	The staff member first completes their part of the Annual Appraisal Review     form and then passes it to their Line Manager to write comments in response to the comments of the staff member. The Line Manager then returns the form to the staff member ready for the annual appraisal meeting when further comments can be added by either person.
2.4	During the meeting both the Line Manager and the employee should feel able     to be open and honest, raise any problems, respect confidentiality and both give and receive feedback in a non-threatening environment. 
2.5	 At the end of the annual appraisal meeting, the staff member and Line Manager will discuss ‘Objectives and targets for the coming year and ‘Areas for improvement’ where any are identified and record the outcomes on the   
2.6	This meeting is to focus on performance and development and is not the place to discuss pay or any disciplinary or grievance issues. 
2.7	 After the meeting, the employee will be given a copy of the completed forms and should sign it to confirm their agreement of the appraisal outcomes.
3.         FOLLOW UP ACTIONS             
3.1 If any issues have been identified, and it is deemed necessary, an action plan can be drawn up to give a framework and timescale to any required actions. 
3.2 If any training and development needs have been identified these should be  
             explored and suitable training and/or development provided. 
3.3	The set objectives should be monitored during the coming year during the
            one-to-one meetings.
 

