
St Faith’s Church, Havant 
 
Appraisal Policy (Revised) 
 
1. Policy Rationale 
 
a. The Parish Church Council (PCC) is committed to an appraisal and work review 

system for all employees of St Faith’s Church.  
b. This policy is designed to recognise the contribution each employee makes to the 

work of St Faith’s by marking individual achievements and agreeing future areas 
of professional development.  

c. Every manager of a key volunteer team is required to have a regular appraisal. 
Every employee below management level is required to have a periodic work 
review; they also have the right to request an appraisal.  

 
2. Roles and Responsibilities 
 
a. The PCC has a strategic role in agreeing this policy, for ensuring that employees 

are regularly appraised or receive a work review in accordance with the agreed 
system, and for monitoring the overall policy.  

b. A link member of the PCC will be nominated to represent and report to the PCC 
about this appraisal system.  

c. The Churchwardens are responsible for overseeing this policy and its correct 
implementation. One Churchwarden will be present at all annual appraisal 
meetings. 

 
3. The Appraisal Cycle 
 
a. An appraisal takes place within the context of the St Faith’s Mission Plan. It is an 

ongoing event, comprising four stages:  
 Self-Appraisal 
 Appraisal Interview 
 Appraisal Statement 

 Half-year Review Meeting 
b. The annual appraisal cycle links with the St Faith’s planning cycle. Professional 

development objectives will be taken into account when considering priorities for 
all staff development.  

c. Appraisers and appraisees are to agree the timing of the appraisal and consult 
with the link PCC member if necessary. New employees are not appraised during 
the first year of their employment.  

d. Stage 1 
Preparation for the Appraisal Interview by self-appraisal:  
This provides an opportunity for appraisees to reflect upon their work, to 
consider positive and negatives aspects of it, and to identify development 
needs. Prior to the appraisal interview each appraisee is to complete a self-
appraisal form and pass it to their appraiser at least one week before their 
initial meeting. The appraiser is to forward a copy of the appraisee’s job 



description to the appraisee. Both the appraiser and the appraisee should 
review the job description before the appraisal meeting. 

e. Stage 2 
The Appraisal Interview (Churchwarden present):  
Successful appraisal interviews require careful preparation, are given 
adequate and uninterrupted time, keep to an agreed agenda and are 
conducted in a calm atmosphere of mutual trust and confidence. The agenda 
is to comprise:  
i. An introduction by the appraiser to clarify the purpose of the interview.  
ii. A discussion centred on the appraisee’s job description.  
iii. The appraisee’s answers to the questions in the self-appraisal form.  
iv. At the start of the second and subsequent cycles, reference is to be made 
to the previous appraisal statement and professional development that has 
occurred since then.  
v. Any other points either party may wish to discuss.  
vi. Either party may record notes during the interview. The appraiser is not to  
attempt to draft the statement during the interview. 

f. Stage 3 
The Appraisal Statement:  
i. A statement must be produced by the appraiser within seven working days 
of the interview.  
ii. Any changes to a job description agreed at the appraisal interview are to 
be recorded in writing and submitted to the appropriate Churchwarden for  
approval. If the changes are approved, the Churchwarden will give the  
appraisee a copy of the new job description. 

g. Stage 4 
Half-year Review Meeting: 
i. Approximately half-way through the annual cycle, the appraiser and 
appraisee will arrange a brief meeting to discuss progress against the agreed 
aims and ensure they remain relevant 

 
4. Access to Outcomes 
 
a. The appraisal statement is a personal and confidential document. The principle 

and provisions of current Data Protection legislation are to be followed at all 
times by those who have access to the documents. An appraisee may request 
that no electronic record of her/his statement may be retained by the appraiser. 

b. The PCC members responsible for taking decisions, or making recommendations, 
regarding pay, promotion, dismissal or disciplinary matters may request access to 
a copy of an appraisal statement.  

c. The appropriate Churchwarden is to retain each appraisal statement for at least 
three years. 

 
5. Acknowledgement 
 
a. The appropriate Churchwarden will provide written acknowledgement to the 

appraisee, thereby confirming receipt of the statement and awareness of any 
achievements or concerns. 



6. Training and Support 
  
a. The appraiser will identify the training and development needs of each appraisee 

from their appraisal statement and will consult with the Rector and PCC to make 
provision in the budget for any training and support agreed for appraisees. 

b. With regard to the provision of training costs in the case of competing demands 
on the budget a decision on relative priority will be taken by the PCC with regard 
to the extent which: 
i. The training identified is essential for the appraisee to meet their objectives. 
ii. The training and support will help St Faith’s to achieve its priorities. 

c. Appraisees are not to be held accountable for not making progress towards  
meeting their objectives where the requested support recorded in the statement  
has not been provided. 

 
7. Complaints 
 
a. Appraisees are entitled to complain about the conduct of their appraisal. This 

should be done within seven working days from the declared point of 
dissatisfaction by writing to the appraiser concerned. If the appraiser is unable to 
resolve the problem to the satisfaction of the appraisee then the appraisee is to 
raise the concern with the link PCC member or, if this person is the appraiser, 
then with the appropriate Churchwarden. If the matter is still not resolved the 
appraisee is to write to the appropriate Churchwarden to request a formal 
review.  

b. Another member of the PCC will be nominated by the PCC as Reviewer and will 
investigate the complaint and take account of the comments made by the 
appraisee.  

c. The Reviewer should conduct the review within ten working days of the referral. 
S/he may decide that the appraisal statement should not be changed, or may 
amend the statement, or may declare it void and order a new appraisal to take 
place. 
 

8. Work Reviews 
 
a. All employees below management level will have an annual work review meeting 

with their line manager. This is an opportunity to recognise achievements and 
other progress made by the reviewee during the year, and the reviewee may 
wish to bring to the meeting their own assessment of how their work has gone 
over the previous twelve months.  

b. As well as considering what has gone well, the meeting will also consider what 
has gone less well and whether the reviewee requires additional training or 
support. 

c. A key outcome of the meeting is the drafting of an agreed job description for the 
coming year which will form the basis of the reviewee’s work over the next 
twelve months. A copy of this is to be held by both the reviewer and reviewee 
and it will form the basis for the next work review in a year’s time. 



d. Any employee subject to the work review process may request an appraisal in 
the course of the year following their last work review. This appraisal process will 
follow the format and the timescales outlined above. 

 
9. Monitoring and Evaluation 
 
a. This policy will be monitored by the appropriate PCC member and any 

compliance issues or concerns reported to the PCC in a timely manner. 
b. This policy will be reviewed by the PCC every two years or in the event of a 

concern being raised or changes in legislation/government guidance and revised, 
as necessary. 

 
 

Date this policy came into effect: December 2019 

Date approved by Parish Church 
Council: 

17 August 2021 (after revision) 

Next Review Date: 
Name or position of person 
responsible for this policy: 

August 2023 

Other related policies: Volunteer Policy (Charity Shop) 

Relevant legislation: Data Protection Act of 1998; General 
Data Protection Act (and associate 
regulations) 2018 

 

 
 


