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STAFF DEVELOPMENT AND MANAGEMENT SYSTEM
1.      GENERAL BACKGROUND
1.1
Community Action Northumberland operates a work programme which

sets out how it intends to fulfil its commitments to provide an effective 

service to its users.

1.2
Staff are the most valuable asset of CAN in helping it achieve the 


objectives set out in the work programme.

1.3
The Staff Development and Management System operated by CAN exists 

to improve staff’s performance and to gain their commitment to achieving better results for the organisation and personal development and job satisfaction for the individual.

2.
WHAT IS STAFF DEVELOPMENT AND MANAGEMENT?
2.1
The system will help management and staff work together to help them 

identify and overcome problems, recognise strengths and weaknesses 

and suggest ways of improving individual and organisational performance.
2.2 The system operated by CAN is based on a continuous process which 


includes the use of supervision and appraisal sessions.
2.3 Supervision is concerned with managing a person’s work and activities.  Supervision sessions are an opportunity for the employee and manager to review the employee’s work since the last session and to plan ahead for the next period.  It covers a fairly short time span concentrating on more recent and immediate work activities, identifying priorities and possible pitfalls and where necessary reassessing priorities to enable tasks to be completed.
In addition to directly related work matters supervision can include the critical (but supportive) assessment of an employee’s practice which may lead to discussion on personal development and training needs.

2.4 Appraisal is concerned with a person’s performance in their job.  It looks at how they are doing, what is expected of them, how they might be able to do even better and what they need to achieve this.  It is a chance to look more systematically, and over a longer time span, at these issues which may only be touched upon through supervision.  The main purpose is to 
enable the person to improve their performance, rather than simply judging the success or failure of a person at a particular activity.  It is also an opportunity and way of identifying development training and agreeing action to meet the requirements.  Staff should be encouraged to suggest ways of improving the performance of the organisation.
3.
THE PURPOSE OF THE SCHEME

3.1 The purpose of the system

The purpose of the system is:

(a) Personal Development.  This includes:

the development of a work plan which takes account of organisational goals, and the experience, skills and career path of the individual.

the setting of aims and objectives to assist in meeting identified goals and agreeing a method to review progress.

the identification of training needs and planning to meet them.

the provision of support and encouragement, including positive recognition of good performance.

education, teaching or ‘coaching’.

(b) Management control and accountability.  This includes:

ensuring that the work is being carried out in accordance with CAN policy, procedure and guidance

management of workload to ensure that an individual is not over-stretched, yet has a workload which is sufficiently challenging with regard to their level of experience and stage of professional development

identification of any problems in relation to performance and the development of approaches to address them, if necessary to capability/disciplinary procedures and guidance, and in consultation with advisory resources open to CAN

identification of risks to health and/or safety, and approaches to the management of risk, where necessary in consultation with Health and 
Safety advisory resources open to CAN management of sickness absence if applicable.

3.2 The purpose of supervision
Supervision is concerned with managing the day to day work and activities of a person.  Supervision sessions are an opportunity for the individual and their manager to review the individual’s work since the last session and to plan ahead for the next period.

The purpose of the supervisory session is to:

· allow the individual and manager to review current work and plan ahead for the next period, assessing priorities against resources available and re-appraising where necessary to enable the work to be achieved.

· provide support and encouragement, including positive recognition of good performance

· provide education, teaching or ‘coaching’ as appropriate.

3.3 The purpose of appraisal
Appraisal differs from supervision by looking at work performance over the past year and planning for the coming year by setting objectives and considering training needs.  Periodic supervision focuses more on specific day to day work issues.

The appraisal interview provides an opportunity for individual members of staff and their managers to talk to each other.  The appraisal interview is task orientated and focuses attention on the work performance rather than the person.

The purpose of the appraisal interview is to:

· allow the individual and their manager to review the work of the last year, how it was undertaken, whether improvements are needed, how they might be achieved and to acknowledge good performance
· encourage staff to develop their own potential by the identification of career and training requirements

· encourage staff to suggest ways of improving the performance of the organisation

· set personal objectives to ensure that staff know what is expected of them.

4. PROCEDURES WITHIN CAN

4.1
Continuous appraisal

The system operated by CAN is a continuous process, which takes place over the period of each year ending 31 March.  The supervision sessions and the appraisal interview should promote open discussion, trust, self-evaluation and equity of opportunity for development as part of CAN’s culture.
4.2 Who appraises?

Normally the appraiser is the direct line-manager wherever practicable.  The organisational chart at appendix 1 lists the current arrangements.  The chart will be kept up to date.

4.3
Frequency

All staff will have a minimum of 1 appraisal interview per annum, normally carried out in February or March.  The frequency of supervisory sessions depends on the experience of the Supervisee, their ability and the amount of day to day contact between the supervisor and supervisee and should be agreed between the two parties.  There should be a minimum of 2 sessions per annum (including the appraisal interview) with no more than 8 months between them.
4.4
Duration

The length of any session must be tailored to meet the needs of the individual.  However supervisors and supervisees must make available a minimum of one and a half hours for a planned session.

4.5 Location
Sessions must be conducted in a location which affords privacy.  Both parties must take reasonable steps to ensure that there are no avoidable interruptions.

4.6 Preparation

There is a joint responsibility for identifying items for discussion.  Where possible an Agenda should be set in advance of the session.  Sufficient notice of an appraisal interview must be given to allow both appraiser and appraisee to prepare thoroughly for the points they want to raise and discuss.

4.7 Format

The structure of supervisory sessions and the appraisal interview will be flexible according to the need of the individual.  However, there should be an understanding of the minimum standards expected of both types of sessions.  Appendices 2 and 3 set out the procedural guidelines for supervisory sessions and appraisal interviews.
4.8 Reporting

The appraisal interview will be recorded by the supervisor and agreed by both parties.  The report will form the starting point for the next appraisal session.

4.9 Training

All those involved in an appraisal scheme will be adequately prepared to participate in the process.

4.10 Confidentiality

Reports and their contents relating to staff performance will be treated with strict confidentiality.  Access will be restricted on a “need to know” basis.

4.11 Pay

The appraisal interview will not be used to negotiate pay nor will it be used as the first step in taking disciplinary action.

5 RESPONSIBILITY

5.1 The Director

The Director has overall responsibility for ensuring the scheme is correctly implemented.

5.2 The Executive Committee


The Executive Committee has responsibility for the supervision and appraisal sessions appertaining to the Director.
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