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Performance Management and Development Policy

Introduction

A performance management and development system is a key part of managing staff and helps us to ensure that all staff have clear objectives for both their work and their development. Key to the process is the requirement that managers meet regularly with staff to review achievement and outcomes, and provide support and feedback.

What does the Performance Management & Development (PMD) Scheme include?

· The scheme is intended to help staff who work for the Council to see how their work contributes to their team and service objectives and to the Council's corporate priorities and plans and Core Values. It applies to all staff. 
· Team appraisals may be used in some operational areas e.g. schools catering staff, building cleaning, subject to agreement from the Director of HR &Transformation

· It ensures  managers  and staff work together in appraisals to:

1. Agree performance objectives (outcomes) which link to corporate and service/directorate/team plans.
2. To agree performance objectives that link to the competencies for the role
3. Agree a personal learning and development plan for staff to support continuous improvement and to help them to develop their skills and capabilities and increase their contribution

· It puts in place structured and regular 'one-to-ones' and supervision and enables the identification of what is being done well, as well as timely action to be taken by the individual and their line manager to address performance and capability issues.

· Enables managers to review  the agreed performance objectives and give staff a rating for performance against individual objectives at the mid-year and annual review 
· It also provides an opportunity for staff to tell managers what managers need to do to give them support in their role.

· The PMD process operates over an annual cycle. The End of Year review process will start in mid-March (with the moderation of reviews). New objectives will be set from April. A mandatory six month interim review meeting takes place in October, and finally reviewing achievement at the end of the cycle.

Ratings Scale:
A 5-point rating scale will be used to assess performance, as follows:

1= outstanding

2 = exceeding

3 = successful

4= needs development

5 = unsatisfactory.

The Performance Appraisal form and the Scheme Guidance set out these definitions in detail and confirm links between the PMD and the capability procedure. Please select from one of the following templates, i) Appraisal form template ii) Team Appraisal.

All staff will be assessed and rated against their objectives and the corporate management competencies and will be given an overall performance rating based on a weighting of these two ratings, assessed against the ratings system set out in the guidance. 

A rating of 5 will automatically lead into the capability process. 

Monitoring and Moderation Arrangements:

The PMD scheme will be closely monitored with managers being held to account for ensuring compliance and for the quality of the decisions they make about the scores to be given to staff. There is a formal moderation process which will apply at the interim review and end of year review. The purpose of the moderation process will be to ensure consistency and fairness within and across teams and directorates. The moderation process will involve provisional scores being collated and subject to scrutiny by DMTs/SMTs prior to being shared with individuals. The moderation process for Chief officers will be undertaken by Management Board.  Where necessary (and where supported by evidence), scores may be moderated (revised up/down) by service area/directorate lead teams. 
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