APPRAISAL POLICY STATEMENT
Aims & objectives
The Company runs the appraisal system to help it develop and use
effectively the skills and abilities of its employees. The appraisal system
should also help the employee get more satisfaction from their work and it
may help with career progression. The appraisal is an opportunity for the
employee and immediate manager to analyse and discuss the employee’s
work and issues that make their work more or less effective. The appraisal
should result in a better understanding of the employee’s performance, the
issues surrounding this and it should generate a plan for the employee’s
development and to address the issues affecting their performance.
The appraiser
The ideal person to carry out the appraisal is the employee’s immediate
manager but in exceptional circumstances another person can carry out the
appraisal. An individual can ask for someone other than their immediate
manager to carry out their appraisal – such a request should be directed to
[the personnel department].
The request will be considered by the [personnel manager/line manager’s
superior] who will decide whether this is appropriate. A request for
variations can also be made by the employee’s immediate manager in the
same way. In either case the decision on the request should be
communicated to both the employee and their immediate manager with an
explantion as to how it was reached.

Timetable
The formal appraisal should be carried out once a year. Appraisals should
not be held before [ month ] and should all be completed by [ month ].
It is important that appraisals are conducted within this period so that the
development plans can be incorporated into the [personnel plan/training
budget].
The employee should be given at least one week’s notice of the date and
time of the appraisal interview. Ideally there should be a brief premeeting at this time to discuss the issues that will be covered so that both
manager and employee have time to prepare.

Outcomes
The most important result is that the employee gets a clear understanding
of their strengths and weaknesses in their work. This should then give rise
to a development plan that will help the employee counter their
weaknesses and build on their strengths.
Where specific issues are raised by the employee they should be addressed
and the details and the outcome of the discussion recorded.
[Optional: Specific objectives will also be set by the manager].
The details of the appraisal will be only be available to the employee,
immediate manager and more senior managers and personnel staff as
appropriate.

Promotion
There is no such thing as failing an appraisal. The appraisal is designed to
help staff development and address difficulties. It is recognised that, for
the appraisal system to be successful, difficult issues may be addressed
and constructive criticism may be offered in both directions.
Because of this there is no link between the appraisal and promotion.

Objections
Objections to the outcome or conduct of the appraisal interview or any other
aspect of the appraisal process should be addressed using the Grievance
Procedure. It may be appropriate for the grievance to be directed to the
immediate manager’s superior if the objection involves the immediate manager as
appraiser.
[Optional] Training
All managers conducting appraisals will receive appropriate training before they
hold appraisal interviews.

