[image: image1.jpg]WEYMOUTH

TOWN COUNCIL




Weymouth Town Council Staff Appraisal Form 2023
Each member of staff of Weymouth Town Council, including part time employees and those on short term contracts, are both entitled to and are required to have an Annual Appraisal carried out by their line manager.
Cascade approach

The Town Clerks appraisal will be carried out in early September by the Chair of HR and The Leader. 
SMT appraisals are carried out by the end of September so that actions can be cascaded from the Town Clerks appraisal. 
To carry on that cascade of agreed priorities and to ensure all appraisals are carried out in time for the HR Committee to look at possible budgetary and organisational impacts, all staff appraisals will be carried out by the beginning of November. Mangers should ensure that this requirement is met. 
Competencies

Appraisers note: 
“Meets expectations” is a positive assessment showing the employee is performing their role competently and that you are happy with their work.
“Above expectation” must only be awarded in exceptional circumstances. For scores of “Above expectation” there needs to be a clear record in the appraisal document detailing why this is being awarded. This should include clear examples of going above and beyond what is required by the job description and by the Council’s policies. 
Areas scoring 0 need to be addressed in the Development Summary or future objectives.

Ongoing Management

The Objectives set in the appraisals should be monitored by the member of staff and the line manager as often as necessary. A six-month review should be carried out and recorded in this document.
	Employee’s name:
	

	Job title:
	

	Date of meeting:
	

	Appraisers:
	

	Current performance

	What has gone well in the past year?

	

	What could have gone better?

	

	Objective/competence 1: 

· This section should be used to record discussion on the key areas of the job agreed for the previous year.

	

	Objective/competence 2:

	

	Objective/competence 3:

	

	Objective/competence 4:

	

	Objective/competence 5:

	

	Objective/competence 6:

	


Competencies

	One Council focus – dedicated to working for the Council as a whole. Engages with 1:1s, team, and staff meetings when held.

	

	Below expectation (0)
	Partially meets expectation (1)
	Meets expectation (2)
	Above expectation (3)

	
	
	
	


	Role – carries out duties in job description, aligns work to service plans, achieves tasks set by managers.

	(For 2022, if no JD is in place, this needs to be determined within three months of the appraisal)


	Below expectation (0)
	Partially meets expectation (1)
	Meets expectation (2)
	Above expectation (3)

	
	
	
	


	Teamwork – tactful, supportive, maintains a harmonious workspace and positive relationships with staff and partners, shares information, supports diversity.

	

	Below expectation (0)
	Partially meets expectation (1)
	Meets expectation (2)
	Above expectation (3)

	
	
	
	


	Community focus – acts with our communities and residents in mind, maintains positive relationships wherever possible.

	

	Below expectation (0)
	Partially meets expectation (1)
	Meets expectation (2)
	Above expectation (3)

	
	
	
	


	Takes responsibility – accurate, timely, conscientious, deals well when things don’t go to plan and learns from that.

	

	Below expectation (0)
	Partially meets expectation (1)
	Meets expectation (2)
	Above expectation (3)

	
	
	
	


	Initiative and problem solving – explores solutions to problems, acts on own initiative, supports team/Council to try new ways of working.

	

	Below expectation (0)
	Partially meets expectation (1)
	Meets expectation (2)
	Above expectation (3)

	
	
	
	

	Overall Competence



	Number of:

Below Expectations:

Partially meets expectations:

Meets expectations:
Above expectations:


	Development summary: 

· Areas of the employee’s work where further training and support is required, any areas where performance is particularly strong and should be developed further.

	


	Development and training 

· List specific requirements for any training or development. May include attachments, projects, coaching, planned experience or any other suitable activity that will enhance the skills, knowledge and behaviour required in the employee’s work or to develop him/her further.

	


	Health, Safety and Well-being
· This section should record any other points raised at the appraisal meeting regarding health and safety concerns or suggestions, and well-being considerations.
· If the member of staff works from home ensure an annual assessment has been carried out as per the policy. If the member of staff is a lone worker, please review lone worker arrangements.

	


	Other areas of discussion 



	The coming year

	Objective/competence 1: 

· This section should be used to record discussion on the key areas of the job agreed for the coming year.

	

	Objective/competence 2:

	

	Objective/competence 3:

	

	Objective/competence 4:

	

	Objective/competence 5:

	

	Objective/competence 6:

	

	Employee’s signature:
	

	Appraiser’s signature:
	

	Date:
	

	One copy of this completed form will be kept by the appraiser, one by the appraise.


	April Review (six months) – Date of meeting …………………..

	What has gone well in the past three months?

	

	What could have gone better?

	

	Objective/competence 1:

	

	Objective/competence 2: 

	

	Objective/competence 3: 

	

	Objective/competence 4: 

	

	Objective/competence 5: 
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