Appraisal policy and procedure 
[bookmark: a664743]What and who is this policy for?
[bookmark: a432232][bookmark: a953139]This policy applies to employees only. It does not apply to barristers, pupil barristers, contractors or agency workers. It explains how we make sure you are given feedback and appropriate support to succeed in your role [and develop your career].
This policy is not part of your employment contract and we can change it at any time. If you have any questions please talk to our [title of person responsible for handling HR matters].
In this policy:
•	'We'/'us' refers to [name of chambers]
•	'You' means all employees of [name of chambers]
•	'Manager' means the person with day-to-day responsibility for managing you
Informal feedback
[bookmark: a903771]We expect you to receive real-time information about your work performance, especially if there are any areas that need attention.
Your manager will let you know as soon as possible if some parts of your work are not up to the standard we need. They will also let you know when you have done a good job.
Often if things go wrong or your work is below the expected standard your manager can help you get back on track with a bit of guidance or a recap on the right procedures.  Sometimes more formal training or re-training may be appropriate, your manager will discuss this with you.
If you have concerns about any of your work or feel you need extra training and support, you should speak to your manager as soon as possible.
Formal appraisals
We conduct formal appraisals for all employees [once a year/every 6 months]. 
The formal appraisal process is a chance to:
· Get formal feedback on your work [from a wider range of people]
· Look back at what has gone well and where improvements can be made
· Consider what lessons can be learned and whether any training is appropriate
· Set goals for the next appraisal period
· Discuss your longer-term career goals and whether there is anything we can to do support them
As part of the appraisal process you will be asked to complete a self-assessment of what you think has gone well, where you could improve, and whether you have achieved the goals set during your last appraisal. You will also have a chance to suggest future goals. Your self-assessment should be submitted to your manager in advance of your appraisal meeting. After the meeting, your manager will document the comments and feedback you have discussed and any goals that have been agreed for the coming period. 
Note to author: Depending on your appraisal system employees may receive an overall rating (eg meets/exceeds expectations or needs improvement) or a numerical score (eg percentage achievement of goals). This may be explained within the appraisal form but depending on the system adopted it may be appropriate to add an explanation of scores/ratings within the policy document.
Your manager [may obtain feedback from people you work with to get a wider picture of your performance and] will arrange a meeting with you to discuss your performance and agree your goals for the next appraisal period.
What happens if you are not performing?
It is in everyone’s interest for you to do well in your job and we will give you a reasonable opportunity to do so, with appropriate levels of support as needed.
If there are particular issues that are affecting your work performance, such as a health condition, you are encouraged to speak to your manager about it so that we can consider what reasonable adjustments we can make to help mitigate the challenges you are experiencing. Your manager will treat any information you share in confidence but sometimes their ability to help will be limited if you do not want anyone else to know your situation. In some cases, we may also seek your permission to get expert advice from a doctor or another appropriately qualified person.
If you are unable to meet the required standard for your role despite appropriate training, support or reasonable adjustments we may implement steps under our Capability policy.
In some cases, for example if your poor performance is due to failure to follow proper procedures or negligence, we may take further action under our Disciplinary policy.
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