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APPRAISAL POLICY

POLICY STATEMENT

RBMind is committed to staff development and training dadgs a great
importance on the development of all staff in the orgsios.

Staff are a key resource to RBMind. All staff havégatrto expect a
supportive enabling environment and RBMind gives a high priarigpipraisal
with the aim of maintaining high standards of work.

Appraisal will be conducted in an open and honest wayrétaignises people
as individuals, the unique experiences they bring to thek vemd the impact
their work has on them including their race, gender, disglsexual
orientation and mental health.

Appraisals are not intended merely to serve as a redqralst performance;
they are also used to set new goals and targets; agreet&ions; and to foster
all aspects of an employee's professional and persovelbgenent. Appraisals
should provide both positive and negative feedback antbadkdge the
recipient's work and energy.

RBMind's process of supervision is an integral part obfhy@aisal system
being formulated by this policy. Supervision focuses predoniijnanta short-
term review of work while appraisal concentrates omgédeo-term and hence a
broader perspective.

AIMS

The aim of the Appraisal Scheme is to motivate si@afbrove performance and
plan work in line with RBMind's objectives.

It is important that every member of staff is:

. recognised and valued for the work they do

. given the opportunity to discuss their personal developatemork
. given the opportunity to agree objectives with their awgen

. given clear information about what is expected froemtfat work

Every individual working at RBMind has an important parplay in helping
the organisation to achieve its corporate objective.afipeaisal allows staff to
look more clearly at their role, agree objectivestli@r year and receive
information about how they are expected to work.
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Every individual should receive an annual appraisal which diakk place in
February/March each year in order to inform the faedision on the Corporate
plan. Appraisals can be planned to take place earlieeiggar but must be
completed not later than mid March.

WHAT ISAN APPRAISAL?

The appraisal meeting is a formal meeting whergeanianager meets with a
member of staff to review the individual's work and develupagree future
objectives and work standards. A record of the meetikggsin the form of
the Appraisal Form. The manager, the member of stdftl@ Director should
each retain a copy of this form.

All permanent staff, and staff with temporary cacis of one year or more,
must have an annual appraisal. In addition, manageexpeeted to provide all
their staff with regular supervision (as outlined in RBMsmglipervision

policy).

Where temporary staff with contracts of less thraa year are concerned,
managers should discuss with the member of staff aretir, and agree work
standards and objectives and a suitable period of review.

Unpaid staff/volunteers, within the line managemeuotsire, who work full
time or who work a significant number of hours ongufar basis should have
an appraisal.

Throughout the year, as part of the regular superyisasess, staff and
managers will review process, agree ways to achieve saagdtmonitor the
work.

During the appraisal, specific training and development neéldse identified.
Each member of staff will have their own personahirgj and development
plan for the year.

RBMind places great importance on personal developmenstalff are
encouraged to identify relevant personal objectives fagipraisal period.

Managers are responsible for explaining the schementstadf and for
ensuring that all staff understand the process. ThetDirean be contacted for
advice and information about this appraisal policy.
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STANDARD AREAS OF APPRAISAL

Appraisal will cover the following areas:

- Personal Details

- Assessment of past performance - review in line thighprevious year's
objectives. - Describing major achievements or develogsmnenich have taken
place.

- Review of Job Description - review of staff memb@yb description, in line
with work plan and note content changes, caoestand amendments.

- Personal Performance Standards - the standardsrformpance should be set
out and agreed, against which actual performance willdesuored.

- Objectives - agreed objectives for the forthcomingrye

- Training and Development - listing training attended dutegpirevious year;
identifying training needs, agreeing action plan and developopgortunities.

- Comments by both parties.

- View of what RBMind can do to help with job.

ASSESSMENT OF PAST PERFORMANCE

At the end of the 12-month period the manager and memis¢éafdshould
discuss and review the previously agreed objectives and parfioe standards.
They should discuss and agree whether objectives andparfoe standards
have been achieved, and if so, to what extent. Thesi&m should include the
effects of unforeseen circumstances and additionaditéesi carried out during
the year.

Achievements should be acknowledged. Managers should eegdittelines on
"giving feedback" and consider carefully how they wigdback information to
their staff about work performance in an effective emdstructive way prior to
the annual appraisal meeting.

Comments made about work performance and achievementd $ledoased on
outcomes agreed at the beginning of the appraisal period.

If actual performance is compared against agreed perfoamaeasures and the
individual's performance at work is unacceptable, the maragestaff

member should identify and agree the cause(s) for thisrd-attion plans need
to be drawn up and will affect the following year's objezsdi Action plans for
retraining should detail standards of performance and mowtperiod.
Managers should clearly indicate what action willddeen if performance
standards continually fall below the agreed standard.shasld be recorded
and may result in disciplinary action.
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6.1

6.2

6.3

JOB DESCRIPTION REVIEW
Job descriptions will be reviewed as part of the apnaiscess.
Changes to content, corrections or amendments shoagitded noted.

Following the appraisal, once agreed with the post hgtdedescriptions that

have significant changes should be submitted, for evalyab the next Job Evaluation
Committee meeting.

7.

7.1

7.2
7.3

8.1

8.2

PERSONAL PERFORMANCE STANDARDS

Personal performance standards must be agreedg fofltiwing areas, for all
posts:

. Teamworking

. Timekeeping

. Quality Standards

. Understanding RBMind's values

. Management of self

. Management of others (where applicable).

Standards of performance should be decided upon in ttedse areas.

It is important that the standards of performancelaegly defined so that
everyone knows what is expected of them. These neuagteed at the annual
appraisal meeting and recorded on the Appraisal Form gnddsi

OBJECTIVE SETTING

Involves agreeing work for the future and looking at paskwagreeing work
for the future is called objective setting.

Objectives for the coming year should be discussed anddagréee annual
appraisal meeting, at the start of the appraisal peQbgctives are statements
of what individuals are aiming to achieve in a key afa@sponsibility during
the coming appraisal period. Objectives define prioritiesHeryear ahead.
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They should be developed from RBMind's work plans througts@adang of
responsibilities and by relating individual job requiretseand capabilities.

Defining objectives is an essential part of the apprdidahagers should
provide staff with information about the corporate @ad team objectives.
This information will help staff to propose their own altjees and standards of
performance.

Objectives should be set at the start of the appraesadd and should cover the
following 12 months. Regular informal reviews as part efshpervision
process provide the opportunity to check on progress, agndamended
objectives and deal with any problems as they arise.

Staff starting part-way through year should have appraigattives set, once
they have been confirmed in post. These objectivesuwwilfrom that point in
time until the annual appraisal in February/March.

Objectives must be measurable and the form of measuresimauid be
recorded on the appraisal document. Standards of perfoenmaunst be agreed.
Each objective must have several standards of perfornaditaaded to it (e.g.
quality, cost, timescale). The standard of performahoeld detail the
following, where relevant:

. the desirable change(s);

. the end result(s);

. the targeted time frame.

Any agreed action detailing how the objective wilabhieved must also be
recorded on the appraisal form during the annual appraiséingne€he process
of achieving the objective as well as the end resiuportant.

The number of objectives agreed will vary, dependint@mpost, job
requirements, corporate plan and individual skills andtisil As a guideline, a
member of staff and their manager should aim to agraetdesix objectives
and no more than eight for the year.

It is important that each member of staff understandsagrees their
objectives. It is the line manager's responsibility teettgp achievable work
plans and objectives with their teams and individual bersof staff. In the
event of a failure to reach agreement there are wsgourses of action:

- informal resolution through management structure
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10.

- or formal procedures e.g. grievance procedure: for avidochl, member of
staff or disciplinary procedure: for consistent failuresksff to reach agreed
objectives.

TRAINING NEEDS ANALYSIS

The manager and staff member should identify the shitigities and
knowledge required to undertake tasks and achieve objectivesiédiedtiring
the appraisal process.

The manager and staff member should then look at thg, siility and
knowledge of the individual. Where there is a gap betweeskill required to
undertake a task or achieve an objective and the individdl'lss is a
training and development need.

If the individual's skills are already strong the manager suggest ways which
would further enhance or broaden them.

Training and development needs should be identified and retordan
Appraisal Form.

The manager and member of staff should then cortbeléest way for the
individual to gain the required skill. Preferred learningestydhould be
discussed. The training/development intervention could taleeiety of forms
e.g. structured experiences, project work, coachingssaliy, training courses.
This list is in no way exhaustive. The appropriate methothe individual to
learn should be considered.

Managers are responsible for working with staff t@ergure training needs are
identified and met within available resources.

There may be no immediate training and developmexisne

PREPARATION
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10.1 Managers and staff should prepare for the annual agdpressting well in
advance. At least 2 weeks before the date of the mewanggers should
provide staff with:

. a copy of the Appraisal Form

. a copy of the Staff Guidelines

. the objectives agreed at the last appraisal (includigghanges resulting
from reviews)

. Job description

10.2 Managers and staff should familiarise themselvdstivt appraisal
documentation.

11. TRAINING AND INDUCTION

11.1 On implementation all staff will be made fullyae of this policy through
training and briefing sessions.

11.2  All new staff will be informed during their inductiontbfs policy.

12. MONITORING AND REVIEW

12.1 RBMind will monitor the policy to ensure consisteritiye Director will
undertake the monitoring and report to RBMind's Manage@enimittee

12.2 The policy will also be reviewed annually to ensumeeiets the needs of both
individuals being appraised and line managers.

12.3 The Director will be responsible for producing procedfmesonitoring and
review.

GUIDELINESFOR STAFF

What isan appraisal?

1. An appraisal is a time when you can plan and agreewankr objectives for the
coming year, discuss your personal development needs, ipzaiaad hopes for
the future and your achievements over the past year.

2. You have the right to receive an annual appraisal éxaewguary/March. You
and your manager will agree the exact date.
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3.

Two weeks before your appraisal you will be given refepaperwork. This is
so that you can prepare in advance, considering alésoes relevant to your
appraisal

When preparing for your appraisal, you should think abawt gochievements
at work. You should look at your skills and abilities and alsgthing which
might have affected your work. You should consider trainirdydavelopment
needs as well as longer- term career plans.

You may want to identify key areas of responsibiliied think about particular
priorities for the coming year. If you do, consider wiegult is realistic to
achieve for each area of responsibility during the yeaitlank about how to
measure the achievement of an objective.

These guidelines have been prepared to help you prepgoaifaappraisal.
Your manager and the Director can also provide you witrimdtion and
advice.

The following are suggestions to help you prepare. Yaotibave to consider
all of them. But you will find your appraisal more usefwau do some
preparation.

The Past Year:

. Which of your objectives do you feel you have undertakest effectively?

. Are there any other areas in which you think you hav@enaasignificant
contribution?

. Which of your objectives do you think you have undertakast leffectively?
. What do you believe are your main strengths relateuojpb performance?
. What do you believe are your main areas of improvement?

. Did you fully understand your agreed objectives? Wesg thasonable?

. What areas did you excel in and why?

. What areas were you less successful in? Why? Howhear be improved?
. What problems were encountered with your manager/supéetgeor
members/colleagues/other departments? What hereasons for this and
how can the problems be overcome?

The Year Ahead:

. Identify key areas of responsibility and think aboutipaldr priorities for the
coming year. Your manager will have provided you with infation about the
work plan and how it affects the work of your team. Ybawdd consider the
implications for your work and the work of the teanwedl as your usual job
requirements.

. Draft some key objectives for the coming year. Lixid five or six

Page 8 of 13



Name of policy / procedure: Appraisal Policy

Handbook section and code: Learing and Developmé& D01
Status: Approved, in place
Approved by: Board ofiStees, Sept 2004

Review date:

For better
mental health

objectives, which cover the workplan and job requiremetassider what
result is realistic to achieve during the next appraisabd.

. Think about how to measure achievement of an objectiddleen (set
standards (based on such things as quality, timescalegtcpsbnsider what
your desired outcome is!

. What on-the-job activities (eg structured experienageptr work, coaching,
on the job training) do you feel you require in the comiegry

. Which areas of work could benefit from additionalefresher training?

. What are your immediate and longer-term careeragms? Are they
realistic? What needs to happen to improve the prospegtaiofispirations
being realised?

. Ask yourself, "what can | do to improve my own work; team's, my
organisation's performance?"

What areyour rights?

Your rights include:

. to receive an appraisal when it is due

. to gather your own evidence for the appraisal

. to be involved in setting future objectives

. to ask for and receive explanation of unclear issues

. to be recognised as an individual

. to state your opinions

. to record any disagreements eg if you think something iaaioévable

GUIDELINESFOR MANAGERS

1. You must undertake an annual appraisal for each membeucfeam.

2. You should agree a date for the annual appraisal meetingheiihdividual,
allowing approximately 1.5-2 hours.

3. At least two weeks before you should provide the membeaafifvgith a copy

of the Appraisal Form, job description, the objectivgiead at the last
appraisal, any changes resulting from progress revievegyaaf the guidelines
for staff.

4. Think through what the member of staff has achieved and edmatents to
make under each section of the form. Do not fill oetAppraisal Form at this
stage. You should already have briefed the membeafifast future plans for
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the team/organisation etc. and have considered the k&y farethe individual's
future objectives.
5. You should aim to achieve the following during the appraisal:
. praise the member of staff for achievement and recogoise performance
. identify problems and how they may be overcome,
. encourage individual performance and development inrduolke
. link personal effort to team and organisational goals
. review job description and agree changes
. agree personal targets and measure progress
. identify individual training needs
. plan individual career or professional development

6. You should prepare for the meeting in advance. Make sem®om is quiet and
that there will be no interruptions: ensure that youmghoas been transferred.
Think about surroundings, seating and so on.

7. Consider the way to start the interview. From thet you should aim to
encourage the staff member to participate in the meetitidpelp them to relax.
You should explain the format of the meeting and outleobjective of the
appraisal and set an agenda. It is also important theséitrie frame.

8. Remember that the member of staff has certainsrgd these should be
respected. The rights of the member of staff include:
. to receive his/her appraisal when it is due
. to gather his/her own evidence for the appraisal
. to be involve in setting future objectives.
. to ask for and receive explanation of unclear issues
. to be recognised as an individual
. to state his/her opinions
. to record any disagreements eg if s/he thinks somethimgf iachievable

9. Remember that you also have rights and they include:
. the right to consult others (ie the Management Cdtes)i
. the right to say "no" to unreasonable requests
. the right to adjourn the interview

10. You should agree future objectives and targets with tiebereof staff.
Encourage the member of staff to suggest their own obgscti
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Objectives should:

1.0

1.1

1.2

1.3

1.4

. be agreed jointly -with commitment on both sides

. be clear and specific - to avoid misunderstanding

. have an agreed way of measuring - so that you both lwi@m the target has
been reached

. be challenging - use the objectives for personal dpuetnt

. be achievable - encourage the postholder work outb@ehieve the
objective, there is no point agreeing a target thamsossible to achieve

. be timed - it is essential that a target has a ohegdhclude a review point

When setting standards and objectives, it is your megiulity to make sure you
both have a common understanding of what you have agreed.

The appraisal should be based on factual informddistinguish between
facts, judgements and irrelevant information. You canioliéatual

information from working alongside the individual recoglinformation
through the appraisal period, referring to supervision noteshe last appraisal

It is essential that you remain neutral throughautfipraisal process. The
following points may help:

. be aware of your own personal biases and prejudices

. use open questions and avoid leading questions

. be aware of your facial expressions, posture and gestures

. monitor your voice, tone and volume

. avoid stating personal views

. listen

. use encouraging responses - be prepared to change your mind

. adjourn the interview if you need to

Thought should be given about how to end the intervide.closing statement
must be appropriate to the content of the meeting. dllening are
suggestions:

. Agree an informal review date (to take place within supemjs

. Assess the meeting that has taken place

. Encourage the staff member to summarise the meeting

Remember, appraisal is a continuous process.
The appraisal should not contain surprises. Using supenasid day to day

management, you should review progress toward achievingtbed
objectives. You and the staff member must review theviiig periodically:
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)] how the individual is progressing on objectives;
)] what problems the employee may be facing; and

i) any changes to the plans
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GUIDELINESON GIVING FEEDBACK

Managers may find the following rules useful to remembenmvgieing feedback.

1.

Focus on behaviour

Avoid making comments and judgement on the staff mempersonality.
Concentrate on actual behaviour.

Agree future changes

Encourage the person receiving the feedback to suggest @ ¢hamge for
him/herself. Do not impose the answer, as this will not tiee person's
commitment.

Be specific
Be concise and factual. People can change behavioewyiktiow exactly what
it is that needs changing.

Choose timing carefully
Give feedback at a time when the receiver will betmeseptive

Be prepared to give and receive
The person giving the feedback must be prepared to receneinaeturn

Be honest
Remember that honesty may improve relationships.
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