STAFFING BOTH PAID AND VOLUNTARY

Many community organizations are terrible employers, we pay low wages, employ people part time and expect full time output and a very reluctant to review salaries. Staff are often the sole employee and we expect them to work without support and have all the skills necessary for the job without providing them with any training opportunities. We are cavalier in our treatment of volunteers and expect them to have the same commitment to our organization that we have ourselves but most are thrown in the deep end without any induction to the job that is required of them and sometimes without any recognition of their contribution. If this applies to your organization it is time for a change. 

Have you thought about setting up a Human Resources Sub committee, this could deal with all staffing matters including hiring and firing of paid staff and volunteers, appraisal of paid staff performance, contract reviews and negotiations, staff support and paid staff and volunteer training needs. This section of the manual includes;

1. Job descriptions for staff 
2. Job descriptions for Volunteers

3. Advertising for staff

4. Interview for paid staff

5. Staff Contract

6. Staff Appraisal

Before embarking on hiring new staff your committee will have had to decide:

· If the process is to be carried out by the full committee or a sub committee

· Who will be responsible for the production of the job description and whether this needs full committee approval
· What salary will be offered

· Who will be responsible for advertising the position and where the job will be advertised and what budget is to be dedicated to this task

· Who will send out job descriptions in response to enquiries

· Who will receive the applications for the position

· Who will sort list

· Who will follow up on references

· Who will interview the short listed candidates

· Who has the authority to offer the position to the successful applicant

· Who will produce the Employment Contract and ensure it is signed

Job Descriptions for Staff
Staff are often the greatest expense of any community organization so you need to ensure that you recruit the best and that they do the job expected of them. It is therefore important that you spend time making sure the job description covers all the tasks you wish them to undertake. To get you started below is an example of a job description for a staff member, the instruction in red should help you produce one for your organization. 
Paid Staff job description

XYZ CULTURE TRUST

Job Description

POSITION
Co-coordinator
RESPONSIBLE TO
XYZ Culture Trust  

BACKGROUND TO THE POSITION

Write about your organization and why you are seeking to fill this position 

XYZ Culture Trust (XYZCT) is a charitable trust, which was established to run the community house in Smith Street, where it has been active in organizing hobby classes and running a community garden. Recently XYZCT has refocused entered the SCOPE capacity building project, under which auspices it visited two areas of similar socio economic circumstances in Auckland which have embraced Inspiring Communities. This national network provides information, practical assistance, and peer support to develop the capacity of communities so that they can decide their own futures.

The appointment of a Coordinator is a key position in the development of the Te Henui  community, and while the position is sole charge it will have in addition to the support of 

XYZCT, that of the national Inspiring Communities network and SCOPE. 

KEY TASKS

List what you want the appointee to DO,  be clear about the tasks this will entail 

· Developing a unified vision for Te Henui 
This will involve consultation with residents, briefing the staff of government agencies that are active in Te Henui l, establishing linkages with  local Council and the development of a comprehensive roundtable of stakeholders and residents

· Identification and support of community leaders 

This will involve consultation with the residents as to who they regard as leaders, leaders so identified will be offered; opportunity to visit other Inspiring Communities, undertake a leadership course, participate in Inspiring Communities national learning forums, and the establishment of a peer support network;

· Encouragement of residents active involvement in Te Henui
This will involve the establishment of community focus groups, the organization of community events and the promotion of Te Henui as a good place to live

· Establishment of collaborative relationship between residents and key stakeholders

This will involve ensuring that all government departments, community organizations,  the  Council, and business make a commitment to attend regular meetings of the roundtable.

· Regular reporting to the Te Henui Combined Culture Trust Board. 

KEY RESULT AREAS

This is what you expect the appointee to achieve

· Successful establishment of the project

· Encouraging residents to support the project
· Establishing an ongoing relationship with stakeholders 

· Identifying and supporting community leaders

· Maintaining linkages with the Inspiring Communities network 

· Establishing and maintaining a roundtable of residents and stakeholders 

· Identification of community needs

· Action to meet these needs 

· Effective on going communication maintained between the project and the Te Henui Combined Culture Trust, and appropriate government and private sector agencies 
DELEGATION

None

RESPONSIBILITIES

Responsible to the Te Henui Combined Culture Trust for the successful operation of the project

CONDITIONS OF EMPLOYMENT

This is salary, leave entitlement, hours and days of work, where the appointee will work from and any special requirements such as evening and weekend work

Salary for the position will be dependant on the skills and experience of the successful applicant and conditions of employment will be negotiated. Four weeks annual leave will be given with the expectation that some of this will be taken during the Christmas to early January when the Community House is closed. Consideration will be given to candidates who wish to work part time, say the equivalent of 4 days per week. 

PERSON SPECIFICATION

Say what qualifications, experience and skills the appointee must have

The Co-coordinator must have community development and entrepreneurial skills, organisational, management and administrative abilities with a high level of communication and interpersonal skills plus a high level of computer skills. A good knowledge of Taranaki tikanga  and experience of working with the Te Henui community or similar would be an advantage
APPLICATIONS CLOSE

Give at least a fortnight for applicants to apply and be specific on how they apply. 

Please forward your application by e mail to email address or  to mail address, marked “Application Coordinator” by 4 pm on April 14th 2010. No late applications will be considered
Volunteer Job Description

	Job descriptions for volunteer are usually similar but not the same as those of paid staff. The key difference lies in the motivation,  staff. are paid to come to work even when they might not want to, volunteers are free to leave at any time. Some people volunteer to build their skills and experience Some people volunteer to build their skills and experience, which may lead to improved employment prospects. Many others donate their time because it makes them feel good about themselves. 
Job descriptions must therefore appeal to the motivations of volunteers. The reasons for needing volunteers must be clear and reflect the overall goals of the organization. Duties and responsibilities should reflect these goals, and clearly demonstrate how they will meet the organization’s objectives. People are more likely to volunteer when they can identify how their work will benefit the organization, while also enhancing their personal satisfaction. 
Below is a sample  of a Volunteer Job Description 



Volunteer Job Description

	
Organization
	
Stepping Stone Foundation

	
Job Title
	
Camp Helpers
	

	
Objectives
	The Stepping Stone Foundation provides persons with disabilities the chance to experience the outdoors at our safe and stimulating day camp at Mount Helena.
	

	
Duties and 
Responsibilities
	
Camp Helpers assist with arts and crafts, as well as boating and various sports activities.
	

	
Qualifications and Requirements
	
Must be at least 16 years old.
	

	
Lines of Communication
	
The executive director at Stepping Stone coordinates all activities.
	

	
Orientation and Training
	
Teachers at Mount Helena will provide direction to Camp Helpers.
	

	
Times Needed and Place of Work
	
During the summer, Camp Helpers are needed Monday - Friday from 10 a.m. to 4 p.m. You choose the days most convenient to your schedule.
	

	
Commitment Required
	
We ask Camp Helpers to confirm their attendance at least one week in advance.
	

	
Benefits
	
All meals and transportation are provided.
	

	
Special Considerations
	
You should be a patient person.
	

	
Satisfactions
	
This is a chance to meet some wonderful people, while experiencing the great facilities at Mount Ruapehu.
	

	Contact Information
	
Joe Person
Some Organization
City 
Postal Code
Phone
Email

	


ADVERTISING FOR STAFF

Advertising for staff is often an expensive business so you need to ensure that your advertisement gains lots of attention and lots of applicants. Take the time to consider where you will advertise often this can be done at no cost through your own or other organizations newsletters, using the Department of Work and Income, or other free community employment services or use of websites dedicated to job hunting in your particular field. Even if you intending to use paid advertising, these other methods of canvassing for applicants can add to your candidate pool at no extra cost.  

If you are thinking of using paid advertising then think carefully about where you intend to place our ad, often free giveaway newspapers produce the best result as not everyone these days reads the local paid press. Talk to the advertising consultant at the newspaper as to what will make your ad stand out. Often this can be something as simple as a black line border.

Thinks about the wording of your ad carefully and have another person proof read it before sending it off for publication, and do ask for a proof copy before they publish it. And check this carefully, there is nothing more infuriating than finding they have published your phone number wrongly, believe me I know. 

Be specific about what you are looking for and do make sure that the ad covers the same key tasks, key result areas and person specifications as your job description. 

INTERVIEWING FOR NEW STAFF APPOINTMENTS 

After you have decided who will carry out the interview arrange a venue and contact the candidates, make sure that they set aside about one hour for each candidate. To be fair to each it is important that they are all asked the same questions but this is not to say that there may be different supplementary questions depending on their response. Below is a simple form that members of the interview panel can use to grade the candidates and help you with your decision making as to who has been successful.
INTERVIEW QUESTIONS                                   

Candidates Name_________________________

	We have all read your CV but to refresh our minds could you please tell us a bit about yourself and more particularly the experience which you believe prepares you for this position.

This is to put them at their ease
SPACE FOR INTERVIEW PANEL ISTS TO  WRITE THEIR COMMENTS

	SCORE OUT OF 10

	What do you know about name of your organisation
This will tell you if they have been sufficiently interested in the job to Find out more about you 

	

	What would you see are the most challenging aspect to this role? How do you deal with stress and competing demands?

This will show if have read the job description carefully and know what is required of the position 


	

	Briefly outline your experience of a key task from the job description that was required by the organisation and what were the results.
 Good candidates will have lots of experience 


	

	Working with members and volunteers is an important part of the work at your organisation can you outline a programme that would ensure these groups continued involvement in and support for the Trust’s activities. 


	

	Please tell us about your experience in administration, budgeting and financial management, asset management, and management of staff, include comment on your computer skills, and reporting to a Board.
Administration

Budgeting and Financial management

Management of staff

Asset management

Other

This is to gauge if they have the basic skills you may need

	Questioner go through these one by one 

	Key Task is an important part of the position, please outline your Key task skills and the experience you have had in this regard.


	

	What is your vision for the future of your organisation?
This will show if they have ideas and vision and if this coincides with the vision you have for the future 

	

	Any questions you would like to ask us?

Good candidates usually ask more questions than about salary 
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INDIVIDUAL EMPLOYMENT AGREEMENT 

Pursuant to Part Six of the Employment Relations Act 2000

1.
Employment Details


Name of Employer
Your organizations name  

Work premises:
Where the employee will work and such other places as the Employer may reasonably require from time to time.


Commencement date:
Put in date work will start

Term:
This agreement is for a fixed period ending put in date if fixed unless terminated earlier in accordance with clause 11 below.  The Employee has been engaged under a fixed term contract because the funding of the organizations name is uncertain, and renewal of funding is not guaranteed.  Therefore the Employer cannot provide a long-term commitment in relation to the position.  The Employee is not entitled to any right of renewal at the end of the contract term.

2.
Job Description

2.1
The Employee is employed as Put in name of the position you advertised for eg Coordinator 

2.2 The Employee acknowledges that the position is a Full time position working Five days per week 9 am to 5 pm on Monday, Tuesday, Wednesday Thursday and Friday. Or if part time use The Employee acknowledges that this is a part time working three and a half days per week.  These hours are to be worked between 9.00 am to 4.00 pm for three days and 9 am to 12 noon on the third day.  
2.3 The Employee will be allowed two paid breaks of 15 minutes duration, one in the morning and one in the afternoon.  In addition the Employee will be allowed a paid break of one hour duration for lunch.  Breaks are to be taken at a time agreed with the Employer.

2.4
The Employee’s duties and responsibilities are outlined in the schedule ‘A’ attached.

2.5
The Employer’s duties and responsibilities are outlined in schedule ‘B’ attached.

3.
Remuneration

3.1 The Employer shall pay to the Employee the salary for this position as provided in Schedule ‘A’.  The Employer shall pay the salary to the Employee fortnightly in arrears by direct credit to a nominated bank account.  Such payment is usually made by the [Tuesday] of each fortnight but in all cases no later than the [Wednesday] of each week.  


4.
Holiday Entitlement

Public Holidays
4.1
The Employee is entitled to eleven (11) whole public holidays per year in addition to annual holidays.  The following eleven (11) days shall be public holidays:

Christmas Day; Boxing Day; New Years Day; 2nd Day of January (or some other day in its place); Good Friday; Easter Monday; ANZAC Day; Labour Day; Queens Birthday; Waitangi Day; The day of the anniversary of the province (or some other day in its place).

Annual Holidays
4.3
Once the Employee has completed 6 months consecutive service, the Employee shall be entitled to 20 days paid annual leave per annum in accordance with the Holidays Act 1981.

4.4
The Employee is to take leave at times agreed upon with the Employer.  In order to have the best opportunity to plan holidays the Employer requires two weeks notice of intended leave.

4.5
Where the contract is terminated before annual leave falls due, for any reason, then the Employer shall forthwith pay the Employee holiday pay at the rate of 6% in accordance with the Holidays Act 1981.

4.6
Holiday pay is paid on the average of the normal weekly earnings.

5.
Leave


Special Leave
5.1
After three (3) months of continuous service, in the event that the Employee is absent on account of sickness, domestic leave or bereavement, the Employee will be entitled to be paid for a period not exceeding five (5) days per the term of the contract in accordance with section 30A of the Holidays Act 1981.

5.2
In the event that the Employee is absent for more than two (2) consecutive days by reason of illness, the Employer may require a medical certificate from the Employee.

5.3
Where the Employee is going to be absent on account of  sickness, domestic leave or bereavement, the Employee shall endeavor to advise the Employer of the need to take leave the night before or in any event no later than four (4) hours after the normal start time of the Employee.


Unpaid Leave
5.4
The Employer will consider any application by the Employee for unpaid leave on a case by case basis.


Parental Leave
5.5 The Employer shall grant to the Employee parental leave in accordance with the Parental Leave and Employment Protection Act 1987.


Health & Safety

6.1
The Employee is required to take all reasonable steps to safeguard his/her own safety and the safety of any other person who may be affected by actions at work.  

6.2
The Employee must follow all the directions of the Employer’s designated representative with regard to the use of safety equipment and safe working practices.  The Employee agrees to comply with any policy the Employer may have.

6.3
Failure to comply with the provisions in clause 6.2 above shall be Serious Misconduct which may result in dismissal.

6.4
The Employee is obligated to report any work place accident or near misses arising out of or in the course of their employment to the Employer before the end of each working day or as soon as practicable after the accident or near-miss occurs.  Failure to follow the Employer’s policy in this regard may result in dismissal.


The Employer requires the following information for the accident register:

(a)
Date, time and location of accident,

(b)
The activity in which the Employee was engaged at the time of the accident,

(c)
General nature of any injuries,

(d)
Names of other people in the vicinity of the accident who may have witnessed what took place.

6.5
The Employee shall notify the Employer within one working day of filing any  work related claim with the Employer’s workplace insurer or ACC.  The Employee shall also provide the Employer with any information regarding such claims.

6.6 The Employee shall not smoke in or about the work premises

6.7
Where the Employer has reasonable grounds for suspecting that the Employee is       under the influence of illegal drugs while at work, the Employer may require the Employee to undergo a non-intrusive drug test (a urine test) which will be conducted by a registered medical professional. The testing process followed will be such as to ensure a safe and accurate test.

In deciding whether to conduct a test the Employer shall have regard for any comment by the Employee. On receipt of a positive test the Employer shall discuss the results with the Employee and take into consideration any explanation received before any outcome is decided upon.
7.
Accident Compensation

7.1
The Employer shall pay 80% of the Employee’s pay for the first week the Employee has off work as a result of a work related accident, in accordance with the Injury Prevention, Rehabilitation and Compensation Act 2001 or subsequent legislation in its place.

8.
Confidential Information; Intellectual Property and Conflict of Interest

8.1
The Employee will gain information that is of a confidential nature during the course of employment.  The Employee shall not, without the specific written authority of the Employer, pass onto any person, or use for the personal benefit of the Employee, any confidential information which they have received.

8.2
Any breach of this clause constitutes serious misconduct and may lead to immediate dismissal.

8.3
The Employee will comply with the obligations of the Privacy Act 1993  in regard to the privacy of all clients, paid staff, volunteers and trustees of the name of organisation
8.4
All work produced by the Employee in the performance of the duties under this contract shall be the sole and exclusive property of the Employer and the Employer shall be entitled to any copyright or merchandising rights in or arising from such work.

8.5
The Employee shall not remove any such work, or copies thereof, from the business premises of the Employer, except for normal trading purposes or with the express consent of the Employer.

8.6
The Employee will not act in any way that contravenes that contract or in a way which may be a conflict of interest to the Employer without the express consent of the Employer.

8.7
The Employee shall declare to the Employer any activity which may be in conflict with the Taranaki Employment and Support Foundation..

9.
Conduct & Discipline


Conduct
9.1
The Employee is required at all times to conduct him/her self in accordance with the standards required of all members of staff.  This includes treating all staff, clients and business contacts of the Employer with the utmost respect.

9.2
Misconduct and serious misconduct are as defined in  Schedule ‘C’ attached.


Discipline
9.3  The Employer shall give the Employee oral or written notice of any specific allegation of misconduct and any of the likely consequences if the allegation is established.

9.4    The Employer may suspend the Employee on pay while investigating any allegation of misconduct.

9.5
The Employee is entitled to have a representative present during any disciplinary meetings held.

10
Termination

101
It is agreed that either party may terminate this agreement on the giving of two weeks notice in writing.

10.2
No notice shall be given by the Employer where the Employee is dismissed for reason of serious misconduct.

10.3
No pay in lieu of notice will be given where the Employee:

(a)
is dismissed for serious misconduct; or

(b)
fails to give the notice required in clause 11.1 above.

10.4
If the Employee’s position is terminated by reason of redundancy, the Employee shall not be entitled to redundancy compensation.  The Employer shall endeavour to give the Employee two week’s notice of an impending redundancy.

10.5    The Employer reserves the right to make payment in lieu of notice at any stage.

10.6      Immediately after termination of employment for any reason, the Employee shall return to the Employer any property (including keys and uniform) that the Employee has in their possession; settle all outstanding liabilities, loans and other obligations to the Employer, and for this purpose the Employer shall be entitled to deduct any money owing to the Employer from the Employee’s final pay.

10.7     In the event the Employee has been absent from work for three consecutive working days without any notification to the Employer, and the Employer has made reasonable efforts to contact the Employee, this agreement shall automatically terminate on the expiry of the third day without the need for notice of termination of employment.

11
Resolution of Problems

Definition
111
Employment relationship problems include (but are not limited to) the following:

(a)
personal grievances, 

(b)
any type of discrimination, 

(c)
any dispute, 

(d)
unpaid wages, 

(e)
unpaid allowances, 

(f)
unpaid holiday pay, 

(g)
interpretation of the agreement

112
A Personal Grievance is a claim that the Employee has been unjustifiably dismissed, suffered an unjustified disadvantage, or has been subject to discrimination, duress, sexual or racial harassment.  

113.
What to do
113.1
Step one

The Employee should tell the Employer about the employment relationship problem first.  
The Employer will respond to the Employee.

113.2
Step two

If the Employee is not happy with the Employer’s response then the following are the services that are available to assist the parties in resolving any employment relationship problem. Either the Employer or the Employee can contact any of the services.

(a)
Department of Labour - they can refer the Employee to the Mediation Service.  They can require the employer to meet their  legal obligations regarding payment of wages, allowances and holiday pay.

(b)
Employment Relations Service - they can assist both parties free of charge in providing mediation.  They will not make a decision regarding the problem unless both parties agree and request this.

(c)
Employment Relations Authority - this is a formal step.  The Authority can investigate and make a decision regarding the problem.

(d)
Employment Court - will hear a problem over again or will hear a case on a particular point as if it has not been heard before.

(e)
Either party may have a representative such as a lawyer at any stage.

114.
90 Day Time Limit for Personal Grievances

114.1
Where the problem amounts to a Personal Grievance the Employee must tell the Employer (or the Employer’s representative) about it either within 90 days after the grievance happens or within 90 days after the Employee has found out about it (whichever is later).  If the Employee does not tell the Employer about the Grievance within the time frame they may lose the right to claim remedies from the Employer about the Grievance.
12
Implied Terms

121 In addition to the expressed terms set out in this contract, the contract is subject to the terms implied in contracts of employment by the common law which are not inconsistent with the expressed terms of this contract.

12.2 n addition to the expressed terms set out in this contract, the contract is subject to the terms implied in contracts of employment by statute to the extent that parties are unable to contract out of those terms, and otherwise to the extent that such terms are not inconsistent with the expressed terms of this contract.

13
Entire Agreement

131
Subject to clause 13 above, this contract and the schedules attached to this contract contain the entire agreement between the Employer and the Employee and supersedes any previous agreements between the parties, written or oral, relating to the subject matter of this contract.

132
Any variations of this contract or the schedules attached  to this contract must be in writing and signed by both parties.  This does not in any way alter the right of the Employer to change lawful workplace policies from time to time.  Furthermore the Employer is at liberty to amend the Employee’s job description from time to time so long as the job remains substantially the same.

14
Severance Clause

Should any clause in this contract be deemed illegal only that clause shall be void and not the entire contract.

15
Declaration

I, ______________________ declare that I have read, understood and accepted fully the terms and conditions of this Contract and will abide by any lawful instruction or workplace policy that may in place from time to time.  I further acknowledge that I was given a copy of my Individual Agreement before signing it and have had the opportunity to seek independent advice about this agreement.

Signed as an Agreement
SIGNED by
)

the Employee Name 
)
......................................................

SIGNED by

)

for the Employer Name 


)
.......................................................

SCHEDULE A

JOB DESCRIPTION 
Put in a copy of your job description here plus the Remuneration eg Remuneration will be $32,000 per annum gross.
SCHEDULE B

Employer’s Duties and Responsibilities

The employer shall:

(a)
Act as a good employer in all its dealings with the employee and for the purposes of this contract a good employer is an employer who treats employees fairly and properly in all aspects of their employment;

(b)
Provide staff, financial, and equipment resources to enable the employee to carry out his or her duties properly within the confines of the employer’s funding.

(c)
Use its best endeavours to provide a safe, congenial, and comfortable working environment

(d)
Comply with such of the applicable provisions of the Health and Safety in Employment Act 1992 as impose duties on employers and any relevant industry code of practice issued under that Act;

(e)
Provide all training and instruction as may reasonably be necessary to equip the employee for the safe, efficient, and proper performance of the duties under this contract.

SCHEDULE C

Misconduct Defined

The acts or omissions which may, after appropriate warnings are given, lead to dismissal include but are not limited to the following:

a) Persistent failure to perform job to the standard required;

b) The use of abusive, obscene, or threatening language to another person in the work place.

c) Disrupting the work place by acts of undesirable behaviour or  disrupting any other employee from carrying their job;

d) Unauthorised absence from duty;

e) Failure to comply with the Employer’s policy on smoking in the work place or to observe safety rules;

f) Any unauthorised act which has a significant affect on the Employee’s ability to carry out the duties of the Employee’s position;

g) Any act which is likely to diminish the good reputation of the Employer

h) Any other act which is of a similar nature to the above.

Serious Misconduct Defined

The Employer may be entitled to instantly dismiss the Employee where allegations of serious misconduct are established.  Serious misconduct includes but is not limited to the following:

a) Unauthorised possession of money, property or information belonging to the Employer;

b) Possession or use of property of other employees without their permission;

c) Refusal to undertake the duties of the Employee’s position, or to carry out any other proper and lawful instruction given by the Employer;

d) Physical violence against any person on the Employer’s premises;

e) Racial, sexual, or other improper harassment of any other employee or customer of the Employer;

f) Being at work in such a state of intoxication (with drugs or alcohol) as to prevent or impede the proper performance of the Employee’s job or those of any other employee;

g) Interfering with the safety equipment or otherwise acting in a manner that threatens safety, health, or hygiene in the work place or in a manner that hinders the safe and proper performance of the duties of other employees;

h) Falsification of records, or any other actions could result in a payment to which the Employee is not entitled;

i) Abuse of special leave, such as sick leave or bereavement leave;

j) Deliberate use of an unauthorised password in order to enter or attempt to enter a computer known to contain information to which the Employee is not entitled to have access;

k) Misrepresentation, whether oral or in writing made by the Employee as to the qualifications and experience when applying for this position.

STAFF APRAISALS

	


It is recommended that paid staff are appraised annually by either two members of the Human Resources Sub committee or the Committee/Board. To start this process look at the staff contact which should contain a list of expectations of the staff member concerned, remember you cannot introduce new expectations of your staff without mutual agreement. If you have an annual plan that has been agreed with staff this may also be a useful starting point. Below is a form that will help you when you meet with your staff. Remember where possible measurable expectations 
	KPIS from Contract or Annual Plan (list)

Eg
Service 11 Board meeting, that is produce clear and accurate minutes, send out agenda 7 days in advance of meeting.

Produce four newsletters annually

Organise 4 Community Forums where 75% of participants indicate that the content was good/excellent

Increase membership by 10 members

Update website on a weekly basis 

And so on
	ACHIEVED (and if not achieved why not)

	Activities for the  for the following year (discuss and list)

	

	Relationship with the Committee/ Board  (discuss  and ask how  we can be more helpful)


	

	Training Needs (Discuss where staff the staff feel they could be more efficient and effective if they had more knowledge)


	

	Any problems or concerns


	

	Any other matters


	


Once the appraisal is carried out it is up to the interviewers to recommend report to the HR Sub Committee Board/ Committee and recommend any salary increase. Salaries should be reviewed annually and should be increased at least by the cost of living and good performance should be additionally rewarded.
