Policies and procedures of extra time out of school club  reviewed July 2025

Appraisal Policy

All employees will be included within the appraisal system of
Extra time

The system consists of:

1.

9.

An interim appraisal / objective setting meeting will be held within the first
month of employment and 2 follow up meetings within the 3 month trial
period.

An annual appraisal will take place in the month of (September/october) to
meet business objectives, then, have reviews approximately every 12
weeks to look at progress of work.

360-degree feedback may be requested to receive comments from peers
and service users (this is optional).

Any identified training and resources will be agreed and put in place.
Performance measures will be recorded.

If an employee receives a below performance appraisal, an action plan will
be put in place to support that member of staff to improve their
performance.

Employees have the right to appeal against any performance measures
set. They should appeal in writing to the Owner Mandy Grosse

An appeal meeting will be agreed and the employee is able to have a
chosen representative with them at the meeting.

The Appraisal meeting will not be used to introduce any disciplinary
procedures; this should be dealt with separately and immediately

10.When completed the finished appraisal will be signed and agreed by

Owner Mandy Grosse

11. A copy of any completed appraisal form will be returned to the employee’s

file when all signatures have been received.

12. All paperwork will be stored in a lockable Cabinet to meet Data Protection

Act 1998 Requirements .and GDPR 2018

13.Any changes to contractual hours, or the working times/days will be

agreed by both the owner and staff then given a 4 week period before
putting in place.

Signed on behalf of the club: Position in the club: owner

Date reviewed: 07/07/2025 Date for next review: July 2026
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the undersigned, am signing to say that | have reviewed this policy
with the team, and will adhere to the policy at all times.

A.Grosse:

N.Walton:

H.Bailey:
T. Quinn:

:M.Wright

Date:

Date:

Date:

Date:

Date:



