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NASH MILLS PARISH COUNCIL 

 
APPRAISAL SCHEME 

 
1. Purpose of the Scheme 
 
The Nash Mills Parish Council Appraisal Scheme is designed to promote improvement and 
development by reviewing past performance and goals achieved and looking ahead to set 
achievable objectives. 
 
The Scheme aims to help both staff and the Council:- 
 

• ensure that staff are clear about the Council’s aims and objectives and the part they are 
expected to play in achieving them; 

• review performance over the past year (or at probation period end), discuss strengths and 
weaknesses and find ways of resolving any problems that may have arisen in the job; 

• agree key tasks and performance objectives for the next year and an action plan for the 
year ahead including any personal and technical training or development needs; and 

• regularly review progress. 
 
The appraisal scheme centres around the annual appraisal meeting which formally assesses 
and records staff performance, potential and development needs and facilitates a review of 
work content and volume, the achievements of the past year and joint agreement of objectives 
for the following year.   
 
Appraisal should be seen therefore in a positive light as a way of the Council helping staff 
development whilst enhancing their contribution to the Council’s success. Staff can and should 
therefore be open and frank in their approach and participation in the review process. 
 
2. Objectives and Benefits of the Scheme 
 
The objectives of the appraisal scheme:- 
 

• Service Quality – to enhance the quality of service delivery by the Council through 
regularly reviewing performance and encouraging staff to achieve high standards of 
performance against clear achievable objectives.  

 

• Performance Review – to give staff and the Council an opportunity to discuss how well 
they are performing and to see where improvements can be made or how strengths can 
be built on to enable more effective performance. 
 

• Review of Training and Development Needs – to enable staff and the Council to predict 
the level and type of work that will be required to do in the future and determine how they 
can be best developed for their career and to maximise the contribution to the Council. 
One of the outcomes from the appraisal may be a development plan that sets out what 
training the individual should undertake to enhance their performance in role or to develop 
skills and knowledge for the future. 

 
The benefits of the appraisal scheme may be defined as:- 
 
(a) for the staff member it serves to:- 
  



• provide clarification of job purpose and role  

• provide recognition of commitment to work and the Parish Council 

• review objectives and receive recognition for achievements 

• agree priorities  

• receive constructive feedback 

• identify and resolve any problem areas or weaknesses 

• improve job performance and communication  

• identify and agree future training needs and development plans. 
 
(b) for the Council it serves to:- 
 

• provide a formal vehicle through which to monitor work 

• identify any performance problems 

• improve communication 

• jointly formulate solutions to problems 

• provide positive feedback and recognition 

• motivate and provide career development advice. 
 
3. Appraisal Process 
 
The appraisal scheme is made up of five key elements, namely 
 

• self assessment 

• an annual appraisal meeting 

• jointly agreed tasks, objectives and training and development activities for the next year 

• a six-monthly review and discussion of progress 

• an ongoing link between the outcomes and benefits of the Scheme and the Council’s 
corporate aims and objectives. 

 
The whole process and in particular the new objectives and training and development plans 
will derive and flow from the objectives that have been previously set and the Council’s 
ongoing corporate objectives, values, standards and priorities. 
 
4. Appraisal Meeting 
 
The appraisal meeting will take place annually in accordance with the Scheme schedule and 
be conducted with the Chair of Personnel (the appraiser) on behalf of the Personnel 
Committee who will report on the outcome of the appraisal, as appropriate, to the Council. 
 
In preparation for the appraisal meeting, the staff member (the appraisee) must  
complete the self-assessment included in Section 2 of the Appraisal Review Form and some 
key issues to be considered in particular are:- 
 

• what has been achieved over the past twelve months (or during the probation period) and 
what benefit and/or contribution has been made to the business; 

• how the job could have been performed better - thinking of the things which might have 
been done more efficiently or effectively i.e. what could have been done to improve 
performance; 

• the most important personal and technical skills used or needed in the job; 

• whether the current skill range and level is appropriate to the job or could the job be done 
better if further knowledge, skills and training were developed; 

• whether any relevant skill, knowledge or expertise which is not now being used in the job 
but could be used; 
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• what obstacles have arisen during the last year (or probation period) that got in the way of 
performing the job as the holder might have wished; 

• whether, and in what ways, more support and guidance to resolve such issues, develop 
skills or change things to enable the job to be done even better are needed; 

• whether there are any matters outside of work that are affecting performance; 

• what are seen as the main job tasks and priorities over the next year; and 

• what training and other personal development needs exist or are desired. 
 
The appraisee should give due emphasis in the above to the spread of tasks that they have 
to perform and where relevant consider examples of work issues (positive and negative) in 
support of the responses to ensure that there will be an open and constructive discussion at 
the appraisal meeting. 
 
5. Structure and Format of the Appraisal Meeting 
 
All appraisal meetings must be ‘open’ and ‘two way’ which means that the appraisee will be 
expected to contribute fully to the discussion and take the opportunity to comment on, for 
example, the level and type of support received from the Council.  
 
The appraisal meeting will be structured as follows:- 
 
(a) Introduction 

 
The purpose, scope and format of the appraisal meeting will be explained by the Chair of 
Personnel. 

 
(b) Self Assessment 
  
Prior to the appraisal meeting the appraisee will have reviewed their performance over the 
past year and be able to comment on:- 

 

• what went well during the year (or probation period) 

• how far objectives were met for the year (or probation period) 

• what, of particular note, did you achieve during the year (or probation period) 

• what did you enjoy most/least in respect of the work undertaken 

• what did you consider to be your key strengths and weaknesses 

• what additional support do you require from the Council 

• any outstanding performance problems that require attention 
  
completed Section 2 of the Self-Assessment Form and submitted it before the date of the 
appraisal meeting to the Chair of Personnel. 
 
(c) Job Review, Key Tasks and Objectives 
 
The appraisee’s job description will be jointly reviewed and any necessary changes discussed 
as part of the meeting and the opportunity should be taken to clarify any tasks of which they 
are unsure or might like to lose. 
 
In addition, the previous year’s (or the probationary) objectives will be reviewed and the 
achievements or failures identified along with the reasons behind them.  
 
 
 



(d) Feedback on Performance 
 
Feedback on performance during the year (or probationary period) will be given by the 
manager which will include any significant achievements, strengths and, where relevant, any 
weaknesses that have prevented the completion of objectives. Where agreed weaknesses are 
identified, solutions or steps that can be taken to overcome barriers to more effective 
performance will be discussed. 
 
The feedback will be factual, supportive, honest and constructive.  At the end of the feedback 
the member of staff will be given an opportunity to comment and record any mitigating 
circumstances or obstacles that have prevented them from completing key tasks or objectives.  
An opportunity will also be taken to identify how the Council can better support and help realise 
potential and performance.    
 
(e) Training and Development 
 
Any training and development needs will be discussed in respect of both the existing job and 
the future needs of the Council. Development opportunities may include training, work 
experience and new responsibilities. 
 
(f) Future Targets and Objectives 
 
A new set of objectives or key tasks will be jointly discussed for the following appraisal year 
which will be:- 

 

• understandable 

• achievable 

• measurable 

• timetabled 

• prioritised 

• challenging; and 

• limited in number. 
 
(g) Conclusion of Meeting 
 
The appraisee should have an opportunity to ask any further questions at the end of the 
meeting and the key outcomes of the meeting will be summarised to ensure that there is 
common understanding of the objectives and the action points.   
 
6. After the Appraisal Meeting 
 
Shortly after the meeting, the main outcomes of the meeting and the agreed  
objectives and tasks for the following year will be summarised in writing in Section 3 of the 
Appraisal Review Form and a copy given to the post holder for agreement. The Plan will be 
discussed by the Personnel Committee and salary reviewed if applicable.  The Appraisal will 
then be signed off by both parties and a copy of the form given to the appraisee whilst the 
original is held on the Personnel File. 
 
The member of staff and the Personnel Committee will be responsible for ensuring that the 
agreed tasks are implemented, training is provided and objectives are then met during the 
following review period.   
 



Progress on these points may be discussed or reviewed at informal, one to one meetings 
during the course of the year but progress on the agreed tasks and objectives set will be 
formally reviewed after six months. 
 
7. Conclusion 
 
Any questions on the above or the Scheme in general should be addressed to the Chair of 
Vice-Chair of Personnel. 
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Nash Mills Parish Council 
 

CLERK/RFO JOB DESCRIPTION (Updated September 2021). 
 

Key Terms  
 
Job Title: 

 
 
Clerk to the Council and Responsible Financial Officer 

Responsible to: Full Council 
Responsible for: All Council staff, property and financial resources 
Employment Status: Part-time (20 hours per week) including some evening work 
Salary scale: Starting salary Point SCP18    

 
Job Purpose 
 
As Head of the Paid Service to support the development of and management of policy, strategy, and 
operations across the Council’s services by working with Councillors, external bodies, and staff and to 
carry out functions required by law as the Council’s Proper Officer.  Provide professional leadership 
and guidance to all Councillors and Council staff and seeking opportunities to develop the Council’s 
services and facilities to meet the needs of the community. 

  
Key Duties and Responsibilities: Clerk 
 
In compliance with all statutory obligations or other laws, provisions and notices governing or affecting 
the running of the Council: - 
 
1. To carry out all the functions required by law as the Proper Officer of the Council, and in particular 

to serve or issue all the statutory notifications required of a Local Authority’s Proper Officer in a 
timely manner, including: - 
 

(a) ensuring that all meetings of the Council and of its Committees, Sub-Committees clerked, and 
minutes approved, attending personally other than where such duties have been delegated to 
another Officer, and maintaining Councillors attendance records. 

(b) understanding planning and development issues as they affect the Council and ensuring the 
Council’s planning application obligations are met. 

(c) ensuring the confidentiality of those Council matters which are not in the public domain to 
comply with all relevant law. 

(d) preparing and publishing the Council’s Annual Report. 

(e) taking appropriate action to ensure that all Council elections are arranged and held 
successfully in association with the Dacorum Borough Council democratic services team 

(f) ensuring that all health and safety obligations required by the Health and Safety at Work Act 
and other related legislation are met and all necessary risk assessments are undertaken. 
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2. To advise the Council on, and assist in the formation of, all necessary procedures and policies to 
be followed in respect of the Council’s activities, and in particular to produce all the information 
required for the Council to make effective decisions, including: - 
 

(a) being the Council’s principal adviser on all policy issues, including keeping up to date with 
current and forthcoming changes in legislation, advising the Council accordingly, and ensuring 
that all Council policies and procedures meet statutory requirements. 

(b) receiving, issuing, and drawing to the attention of the Council all correspondence and 
documents relevant to the activities, instructions, or policies of the Council.  

(c) evaluating reports and other data relating to the activities of the Council, drawing up proposals 
and preparing reports for consideration by the Council (where appropriate drawing on 
external expertise), and advising on both the practicability and likely effects of the proposed 
courses of action.  

(d) ensuring that, in consultation with appropriate Councillors, agendas for meetings of the 
Council and Committees are prepared and published.  

(e) being the principal adviser to the Council on matters of ceremony and civic protocol, making 
appropriate arrangements for civic and/or ceremonial functions and occasions, and attending 
such occasions to support the Chair of Council. 

 
3. To record and ensure the implementation of the instructions of the Council in connection with its 

function as a Local Council, in accordance with its policies, including: - 
 

(a) monitoring the implementation of the policies of the Council to ensure they are achieving the 
desired result and where appropriate suggesting modifications. 

(b) undertaking all necessary actions required by the Neighbourhood Plan (if in place) and similar 
exercises affecting the Council, including all necessary consultations. 

(c) organising and managing Parish Council projects, including arranging all necessary actions 
including consultations, communications, and legal and technical requirements to achieve the 
objectives required by the Council. 

(d) applying the principles of equality and equal opportunities as embodied in the Council’s 
policies, in order to promote equality of opportunity and treatment, the appropriate attitude 
and behaviour of its employees.  

 
4. To be accountable to the Council for the effective management of all its resources and staff, and 

to ensure that the Council’s civic and administrative functions and services are performed 
professionally, reporting to the Council as and when required, including: - 
 

(a) managing the Council’s business planning process effectively including workforce planning. 

(b) keeping services and activities under continuous review, and identifying, planning, and 
implementing improvements in quality, efficiency, and effectiveness. 

(c) heading the Council’s paid service and supervising all staff to ensure they perform to expected 
standards in keeping with the policies of the Council and within current employment law. and 
the Equality Act 2010. 

(d) Undertaking all necessary activities in connection with the conditions of employment and 
work of the staff, including undertaking all staff annual performance appraisals to develop 
them into an effective and cohesive team. 

(e) being responsible for the management, maintenance, cleanliness, use and security of all the 
Council’s assets., whether through direct management or through contracts, agreements or 
partnerships with other parties or providers.  

(f) work with the designated Councillors (where necessary) to instigate and manage disciplinary, 
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redundancy, capability and grievance policy and procedures in line with adopted policy 
reporting to the relevant Committee/Sub-committee as required. 

(g) ensuring that the Council’s IT systems and hardware is sufficient, up-to-date, and secure, and 
kept under review for operational effectiveness. 

(h) ensuring that all the requirements of current data protection legislation are complied with. 

(i) maintaining such records and systems as are necessary for the effective administration of the 
affairs of the Council. 

(j) producing and maintaining all deeds, leases, contracts, conveyances, licences and other legal 
or confidential documents, and ensuring that they are kept in a safe and secure manner.  

 
5. To represent the Council on and to appropriate external bodies, and to ensure effective and 

mutually beneficial relations with Parishioners and others, including: - 
 

(a) acting as the official representative of the Council at relevant meetings of other relevant 
organisations as required. 

(b) attending meetings as required and developing effective working partnerships with other 
relevant Local Authorities, other public, statutory, and voluntary bodies, and other agencies, 
and ensuring that the Council plays an informed and effective role in local issues. 

(c) developing relevant cultural, community and commercial links.  

(d) promoting the Council through its website and ensuring that the information is regularly and 
accurately updated and working with the relevant working group to produce and issue the 
Council’s periodic newsletter or other communications to the agreed deadlines.  

(e) issuing notices and preparing agendas and minutes for the Annual Parish Meeting and 
attending such assemblies. 

(f) Maintaining effective and positive press and public relations and preparing and issuing press 
releases and other communications (mindful of potential liability and litigation, and in 
consultation with the Chair of the Council) about the Council’s activities and/or decisions. 

 
Key Duties and Responsibilities: Responsible Financial Officer 
 
1. As the Council’s Responsible Financial Officer to be responsible for all financial procedures and 

records, and the careful administration of its finances, in compliance with all statutory obligations 
or other laws, provisions and notices governing or affecting the running of the Council including: 

 

(a)  being responsible as and carry out all the functions required by law of the Council’s 
Responsible Financial Officer under S151 of the Local Government Act 1972 for all financial 
matters and records of the Council. 

(b)  acting as the Council’s principal adviser on financial matters, and to be responsible for the 
careful administration of the Council’s finances, and the proper application and maintenance 
of the Council’s Standing Orders and Financial Regulations. 

(c)  ensuring that the Council’s finances are effectively managed and monitored, and to advise the 
Council on its financial forward plan, strategy, and policies. 

(d) Liaising with committees, prepare the annual budget and present to council for approval in 
association with the annual precept demandd. 

(e) monitoring and managing the Council’s budget expenditure and income, and to provide the 
Council and Committees with a regular statement of income and expenditure under each 
heading in the approved annual revenue and capital budgets.  

(f) ensuring that all Management Reports are reported to the Council, and the statutory internal 
and external audit requirements are undertaken and completed each year, and any 
consequential action taken. 
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(g) issuing and reporting on invoices for goods and services to be paid for by the Council, and to 
ensure such accounts are met and that: - 

(h) The responsible Officer will ensure that: 
a. all necessary activities in connection with the management and payment of salaries 

and expenses are administered accurately and legally. 
b. all payments made to the Council are recorded, any necessary receipts issued, all cash 

and cheques received banked, all associated records kept, and any queries are 
investigated. 

c. invoices are prepared and issued on behalf of the Council for goods and services to 
ensure payment is received. 

d. all necessary records in connection with the above are maintained. 
e. all necessary administration and banking procedures are arranged to ensure that all 

salaries are paid. 
f. petty cash accounts (if held) are operated properly, and all associated records of 

purchases are maintained. 
g. all relevant rents or charges are collected for relevant Council services and facilities. 
h. all necessary Revenue and Customs, VAT, SSP and pension financial returns and/or 

payments are completed and dispatched on time.  
i. records, returns and public notices for the annual audit are prepared and the 

necessary public notices displayed. 
j. appropriate financial IT systems are in place and operated securely. 
k. monitoring and ensuring that the Council’s accounts are controlled, and the Council 

informed of the ongoing financial situation. 
l. all necessary records are prepared for audit and VAT purposes. 

(i) ensure that the Council’s obligations for financial risk management, including risk 
assessments, are properly met and where necessary risks are properly insured. 

(j) ensuring that adequate financial security, and internal financial and accounting controls, are 
in place and periodically reviewed, and the accounting records of the Council are maintained 
and kept up to date in accordance with proper practices. 

(k) ensuring that an annual equipment inventory and asset register are in place. 

(l) advising the Council on and assist in the raising of funds by way of grants and sponsorship etc. 
by following the necessary consultations and processes. 

(m) ensuring that all surplus Council funds are invested securely, and income maximized. 

(n) ensuring that the requirements of the Bribery Act are complied with. 
 
General Duties 
 
1. To continue to acquire the necessary professional knowledge required for the efficient 

management of the affairs of the Council and to attend training courses or seminars on the work 
and role of the Clerk & Responsible Financial Officer and the Council’s activities as required by the 
Council. 

 
2. To attend the Conference of the National Association of Local Councils, Society of Local Council 

Clerks, and other relevant bodies, as a representative of the Council as required. 
 

3. To undertake such other duties commensurate with the level of the post and job purpose as required 
by the Council from time to time. 



Staffing Budgets and Training Budgets 2021/22 and 2022/23 

Clerk recommendation for Budget Setting 2022/23 

Staffing Budget 

• Formulate budget to take into account a max 3% mandatory pay increase plus 1 SCP in case of need for clerk and factor in impact on pension. 

• OT max 5 hrs per month to be paid. (currently budget allows for 50% to be paid 50% to be taken as TOIL) 

WFH Allowance (& mileage) no budget this year as included in staffing but last year spend was £255. (spend to date £108) 

• Dependant on committee recommendations re WFH 

Training Budget   £975 (spend to date £549 including finance training) 

• Leave as existing (£975.00 per annum using reserves for part if necessary). This year council earmrked £550 from reserves of necessary. 

Details from Budget software from last year budget setting 

Payroll 

 

Training Budget 

 

 


