Appraisal Booklet 2009

NATIONAL MARITIME MUSEUM

PERFORMANCE APPRAISAL 2009
	Name
	
	Division
	

	Job Title
	
	Band
	

	Review From
	1 January 2009
	Review To
	31 December 2009


PERFORMANCE APPRAISAL: GUIDANCE TO JOB HOLDERS

Your Performance Appraisal is your major opportunity to consider your performance over the last year and plan your work development for the next year.

	Appraisal Timetable
	
	

	Action
	Target Date
	Actual Date

	1.
Meetings held between manager and jobholder to agree 2009 Performance Objectives and Development Needs. Risk Management sheet to be completed at this time.
	27.02.09
	

	2.
Complete quarterly appraisals enclosed
	Dates advised
	

	3.
Review of Objectives and Manager Assessment forms completed by the manager.
	04.01.10
	

	4.
Your personal assessment passed to jobholder for completion.
	11.01.10
	

	5.
All forms returned to manager for completion of Manager’s comments
	25.01.10
	

	6.
Sent to countersigning manager for comment.
	29.01.10
	

	7.        Returned to jobholder for final comment.
	12.02.10
	

	8.        Returned to HR.
	26.02.10
	


Please find enclosed quarterly review forms to be completed by the dates advised

National Maritime Museum 


Mission, Responsibilities, Objectives and Values
The Museum works to illustrate for everyone the importance of the sea, ships, time and the stars and their relationship with people.

The Museum's Responsibilities are to safeguard and enhance the value of its pre-eminent Assets:

· its collections
· its expertise
· its buildings
The Museum's Objectives are to spread the benefits of these assets by:

· maximizing access and inspiration for all users

· satisfying stakeholders, locally, nationally and internationally

· effective organisation and sound financial management

In carrying out its programme, the Museum recognises the vital role played by its staff and volunteers and in particular it Values: 

· Good ideas and learning

· Excellence in customer service

· Teamwork and communication

· Quality

The NMM Balanced Scorecard:

	Assets

	Organisation

	Stakeholders


	Access


This diagram demonstrates how your individual contribution translates right through to successful organisational performance.
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PERFORMANCE AGREEMENT 2009
	KEY OBJECTIVES AGREED FOR YEAR 2009

	SMART PERFORMANCE MEASURES (Specific, Measurable, Achievable, Realistic, Time Bound)

	1.

	

	2.

	

	3.

	

	4.

	

	5.

	


RISK MANAGEMENT

Please detail the risks to meeting each of your objectives, the impact of not meeting any objectives and how identified risks will be managed.

	Objective No.
	Risk to Meeting Objectives
	Impact
	Management /Controls

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


DEVELOPMENT NEEDS 2009
	DEVELOPMENT NEEDS
	AGREED METHOD OF MEETING NEEDS

	1.


	

	2.


	

	3.


	


	Job Holder
	
	Date
	

	Manager
	
	Date
	 


QUARTERLY REVIEW: to be completed by 31 March 2009
	TARGET
	COMMENTS

	1


	

Target met -                       Revised -                           New date -

	2


	

Target Met -                       Revised -                           New date -

	3


	

Target Met -                       Revised -                            New date -

	4


	

Target Met -                       Revised -                            New date -

	5


	

Target Met -                       Revised -                            New date -

	Manager:                                              Date:

	Job Holder:
	Date:


Additional Comments:

New Development Needs: 
QUARTERLY REVIEW: to be completed by 30 June 2009
	TARGET
	COMMENTS

	1


	

Target met -                       Revised -                           New date -

	2


	

Target Met -                       Revised -                           New date -

	3


	

Target Met -                       Revised -                            New date -

	4


	

Target Met -                       Revised -                            New date -

	5


	

Target Met -                       Revised -                            New date -

	Manager:                                              Date:

	Job Holder:
	Date:


Additional Comments:

New Development Needs: 

QUARTERLY REVIEW: to be completed by 30 September 2009
	TARGET
	COMMENTS

	1


	

Target met -                       Revised -                           New date -

	2


	

Target Met -                       Revised -                           New date -

	3


	

Target Met -                       Revised -                            New date -

	4


	

Target Met -                       Revised -                            New date -

	5


	

Target Met -                       Revised -                            New date -

	Manager:                                              Date:

	Job Holder:
	Date:


Additional Comments:

New Development Needs: 

REVIEW OF OBJECTIVES 2009 (to be completed by Manager)

	KEY OBJECTIVES 

	COMMENT

	1.

	

	2.

	

	3.

	

	4.

	

	5.

	

	Manager:
	Date:


MANAGEMENT ASSESSMENT

Evaluate the jobholder’s knowledge, skills, competence, performance and contribution in the following areas:

MANAGEMENT OF STAFF

Example:
Delegates, monitors performance, develops staff, good communicator, approachable.

	


MANAGEMENT OF FINANCES

	


COMMUNICATION

Example:
Identifies key points, is easily understood, spends time explaining and listens. 

	


PROFESSIONAL/TECHNICAL KNOWLEDGE & SKILLS

Example:
Knowledgeable, keeps up to date, shares expertise, seeks personal development.

	


CUSTOMER SERVICE

Example:
Considerate of customer needs, seeks feedback, aware of the importance of customer relationships.

	


PROBLEM SOLVING

Example:
Analytical skills, able to deal with several problems simultaneously, achieves creative resolutions.

	


DECISION MAKING

Example:
Sound judgement, decisive, accurate; (consider weight of decisions).

	


INITIATIVE & COMMITMENT

Example:
Willingly accepts responsibility, prepared to admit to and learn from mistakes, committed to NMM objectives.

	


USE OF TIME & RESOURCES

Example:
Uses time and equipment effectively, sets priorities, organises own workload, punctual, meets deadlines.

	


Your Personal Assessment 

	What have you done well?

How could you improve your performance?



	Were there any organisational/management issues, which affected your performance?

How might these be resolved?



	How have you contributed to the performance of your team?




	How well have your training and development needs been met?



	What are your continuing development needs in relation to your current job?



	How will they be met?



	What are your longer-term career aspirations?




	Job Holder:
	
	Date:
	


MANAGER’S COMMENTS

Evaluate the overall performance and contribution of the jobholder

	Comments:



	Manager:


	Date:


SENIOR MANAGER’S COMMENTS:

	

	Senior Manager:


	Date:


JOB HOLDER’S COMMENTS

	

	Job Holder:


	Date:


	Are there any additional comments?



	Signed:


	Date:





Stakeholders





Access





Organisation





Assets





Individual Performance Agreement





You should be able to see how your objectives/ targets are linked with the Funding Agreement and Management Plan and therefore contribute to achieving the Museum’s Mission.





In considering your performance agreement, please indicate which of your individual objectives relate to which of the Museum’s Responsibilities and Objectives











Budgets





These are the financial resources that enable us to achieve our objectives and targets











Strategic Plan and Management Plan





These plans set out our detailed strategies and outputs for the years ahead.  They also set targets for improving efficiency and increasing effectiveness











Funding Agreement





Specific targets, taken from the Strategic Plan and Management Plan, agreed between DCMS and the Museum














