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Review & Appraisal of Diocesan Board of Finance Employees

1. Introduction
It is really important that we are clear about our role and what is expected of us during the course of each year.  It is equally important that we have an opportunity to review our performance in that role and to consider with our line manage our successes and our needs for development.

These guidelines set out what is expected from all staff and all line managers in taking part in our individual annual review process.

The aim of the annual review is to enable a structured and professional discussion between each member of staff and their line manager to :-

· Provide constructive feedback on performance;
· Identify opportunities for development and growth;
· Agree actions to support and rectify performance where there have been problems;
· To support and encourage successful work and good achievement;
· To agree objectives for delivery of your role and personal development for the coming year; and
· To maintain a written record of these discussions, outcomes and plans

Both the line manager and staff member should prepare for the review meeting, thinking about their work, achievements and any struggles over the year.  It should be a balanced discussion; honest and constructive.

Stages of the Process

1. Staff member self evaluation form
This should be completed by the individual staff member on their own, and as honestly as they can – at least a week before the review meeting.

They should take the opportunity to suggest how they can improve in their job and to highlight where there may be problems as well as successes.

Once completed, the form should go to the line manager and a copy should be retained by the staff member.

2. Evaluation by line manager
This should be completed at least a week before the review meeting.

3. Objectives for the next year and Development Plan
Discussed and agreed in the review meeting.

4. Summary letter
To be prepared by the line manager after the review meeting.  This will set out
· Key points from the self evaluation and line manager evaluation
· Summary appraisal of last year’s performance
· Summary record of last year’s development activity
· Objectives for new year
· Personal development objectives for new year

It should be sent to the staff member within 7 working days of the review meeting and a copy retained in their personnel file.

All annual reviews need to be completed in full between November 1st and December 15th.

Please note this process is not optional and it is expected that all staff will engage fully in this

Mid Year Review

A less formal review meeting should take place at least 6 months following the annual review meeting.  This is an opportunity to agree that the objectives for the year are progressing, and still relevant and to enable any amendments to reflect changes or new priorities.  It is also an opportunity to raise concerns, or offer feedback above and beyond regular line manager – staff member discourse or meetings.

A brief record should be kept of this meeting.


DBF Staff Review: Summary Guidelines for Staff Members

1. Set a date for your annual review with your line manager (November 1st – December 15th)

2. Your manager will have given you this form (and it is available from www.riponleeds.anglican.org)

3. You should arrange with your manager when you will return the form to them, with your part completed (approximately one week’s time)

4. Read the form carefully.  Consider what you would like to raise both on the form and during your review meeting.

5. Complete the self-evaluation – Part A.  Remember you can point out areas that you find difficult and think of what is needed to make them easier.  Perhaps a process could be changed.  Perhaps you need some training.  Perhaps others could present the work to you in a better way.  Also you have the opportunity to say where you think you have done well.

6. When you have completed your part of the form return it to your manager making sure you keep a copy for your own reference.

7. You will already have a date for a review meeting with your manager.  It is important to prepare for this meeting so that you can get the most benefit from the review.  Take your self assessment with you.

8. At the meeting your manager will discuss what you have said and what they have said.

9. Together you should discuss and agree your progress and achievements this year, and objectives for next year.  These should be specific, measurable, achievable, realistic and timely (SMART)

10. You should agree any development needs for the next year and document these.  Any cost implications should be notified to the Diocesan Secretary for approval.

11. You should both sign and date the form and your manager will retain a copy for your files and assist in organising any outside training needs.

12. A summary letter will be sent to you from your line manager within 7 working days of this review meeting.



DBF Staff Review: Summary Guidelines for Managers

The Form

You have received a Staff Review Form for all members of staff for whom you are responsible.  It is in four parts :-

PART A: Staff Member Self-Evaluation

1. Hand the form to your staff member and diary a date for their self evaluation to be completed (allow a week), and for the form to be returned to you.  Set a mutually convenient date for the review meeting (November – December).  Ask the staff member also to prepare and make sure they retain a copy of what they have given to you.

PART B: Evaluation by person carrying out the review

2. The form will have been returned to you when your staff member has completed their own self assessment.  You should complete your assessment within a week of receiving the form back and confirm a review meeting date and time.


PART C & D: Agreed goals and outcomes for further comments

3. These should be completed by both you and the staff member during the review meeting.

Use this section to agree future objectives (specific, measureable, achievable, realistic, timely – SMART) with completion dates/training requirements and any other actions required.

Also agree a date for their Mid Year Review during the following year.

Both you and the staff member should sign and date the completed Review Form.

Once you have completed the process take a copy of the review for your records and reference and return the original form to the Personnel files (in Diocesan Secretary’s office) highlighting any actions so these can be acted on.

You should retain your copy to refer to during the forthcoming year.

4. Agree objectives for the coming year (SMART) and document these along with any training or development requirements.  Please notify the Diocesan Secretary of any budgetary implication of training provision.

5. Agree a date for a mid-year review 6 months from this review.

6. Ensure the discussion and salient points are documented and both sign and date review form.

7. Retain a copy in personnel file.  Staff member to also have copy.

8. Produce a summary review letter within 7 working days of this meeting.
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Staff Review: DBF Lay Staff

	

	Full Name:


	

	Job Title and Department:



	

	Name of Person carrying out the review:



	

	Year/period being reviewed:



	

	Date of forthcoming annual review meeting:






Notes

1. The aim of Staff Review is to allow you to discuss your work over the past year/review period so that you and the appraiser can identify ways of making improvements and establish any support or training you require.  You will also receive feedback on your work from your appraiser.

2. Part A of this form should be completed by you.  Please send a copy to your manager at least one week before the date of your review ad keep a copy for your own reference, taking it with you to the discussion.

3. All staff should complete Section 1 of Part A, and those with a staff management or supervisory role should complete Section 2 also.

4. Part B is included for your reference and will be completed by your manager in advance of your discussion.  Part C will be completed by both parties at the time of your discussion.


	

	PART A: Self-Evaluation

	
Section 1 (to be completed by all staff)

What have you done

	If you were set objectives at your last appraisal, how successful were you in achieving them?
(Please indicate whether they were exceeded; fully met; partially met; not met)









Overall what do you feel have been your successes in the last year?
For example:  Have you accomplished any new tasks or projects?  Have you acquired or improved any job-related skills?







	
How you did it

	What do you do well?





What aspects of your job could you do even better; what obstacles have you encountered and how might these be overcome?







What would/could help you to improve (including any help/support from your line-manager or any training and development?)








If you received training :-
How effective was any training or development you received?






How might this role develop in the next year?







Are there any training and development implications?









	

Section 2 (to be completed by those with a staff management or supervisory role only)


	What have been the main challenges faced by your team/work group during the review period and how have you addressed these?













What would increase the effectiveness of you/your staff even more?






	
Return to line manager





	

	PART B: Evaluation by person carrying out the review

	
Appraiser’s Performance Assessment

	Please comment on the following areas of work.  Please recognise good and excellent work, but also indicate any areas needing development

	
	
	Excellent
	Good
	Satisfactory
	Unsatisfactory
	Poor

	(i)
	Quality of work
	
	
	
	
	

	(ii)
	Management of workload
	
	
	
	
	

	(iii)
	Use of initiative
	
	
	
	
	

	(iv)
	Team skills
	
	
	
	
	

	(v)
	People management (if applicable)
	
	
	
	
	

	(vi)
	Attitude and working relationships
	
	
	
	
	

	(vii)
	(optional) Additional responsibilities e.g. ‘first aider’
	
	
	
	
	




	
Review of last year

	Please add any comments about the achievement of last year’s objectives.
(Please indicate whether they were exceeded; fully met; partially met; not met)






Please comment on the usefulness and value of any training and development








	
Recording success

	Are there any areas, tasks or projects that have been undertaken particularly well?
If yes, please give brief details:














Are there any areas of work currently requiring supporting, training, guidance or clarification in order to deliver?
If yes, please give brief details:
[bookmark: _GoBack](where appropriate seek feedback from other key stakeholders)









What could be done to improve even more?  What development or training opportunities might help?  Please note any budgetary implications.











	
The future

	What are the key objectives for this coming year?











	

	Any additional comments.

















	

	PART C: Agreed goals and outcomes

	
Agreed objectives for the year ahead

	
	Objective
	Deadline
	Progress milestone
	Date by which to be completed

	



	
	
	

	



	
	
	

	




	
	
	

	




	
	
	

	


	
	
	

	


	
	
	




	

	Training and development implications and budget implications.









	

	How will these be achieved?











	

	PART D: Further comments

	

	Comments by person carrying out the review:

	

	Comments by the reviewee:














	

	Staff member                                                                                Manager



………………………………………                                               ……………………………..
Signature                                                                                     Signature



…………………….                                                                      ……………………..
Date                                                                                            Date
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