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Save the Date
What Do the Additional Bank Holidays Mean for Employers?

The Government has announced that there is going
to be an additional bank holiday on 29 April 2011 on
the occasion of the Royal Wedding of Prince William
and Kate Middleton.

The following year on 5 June 2012 there is also
going to be an additional bank holiday to celebrate
the Queen's Diamond Jubilee.

Are employees automatically entitled to these
special bank holidays? Not necessarily is the
answer.  Although employers may close their
businesses on these special bank holidays, or offer
those employees that work on these dates
additional pay or time off in lieu, they may not be
required to do so.

What Should Employers Do?

- Employers should look closely at the terms of
their employees' contracts of employment to
determine what the position is and what
employees' contractual entitlements are.

- Some contracts will allow the additional bank
holidays to be taken as a paid holiday like any
other bank holiday, but other contracts will not
entitle employees to extra bank holidays in
addition to the existing normal bank holidays.

- Depending on the employer's type of business,
an employer may remain open as normal and

then depending on an employee's contract, may
require employees to work, and if they wish to
take leave they have to use their annual holiday
entitlement.

« Some employers may decide to shut their
business for the day and give employees the day
off paid, regardless of the wording in their
contracts and whether employees are
contractually entitled to the additional bank
holiday.

- Employers for whom the end of April is a peak
period of activity, for example this being the end
of their financial year, will need to think ahead
about how they manage holiday leave
arrangements during this period.
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Whatever the position and whatever decision
employers reach it is important to communicate
clearly to their employees, and in good time, how
they are going to deal with these special bank
holidays.

Gemma Workman



What Do You Mean, “Appraising My Performance”?

A Brief Overview on Conducting an Appraisal

Christmas is over and with the start of a new year
most companies are entering into their annual
appraisal process and it is therefore time to consider
how managers will conduct a review of employees'
performance covering the previous period. The
appraisal review is an excellent opportunity for
managers to review, assess and generally develop
the skills and confidence of their staff.

However, as often demonstrated, for alarge number
of managers it is viewed as purely a Senior
Management or HR driven procedural exercise and
not about the actual people involved. Consequently
a majority of performance appraisals are seen as
being little more than a tick box exercise - often
causing a great deal of anxiety for all parties
involved — and then forgotten about. Issues or
concerns can fail to be addressed openly and staff
are reluctant to identify or mention areas for
development under the fear that it may affect any
pay/promotion prospects. The process is often
therefore not seen as adding any genuine value.

Appraisal is an important part of performance
management and if done well can enhance
relationships between line management and
employees and provide a vehicle for improving the
overall performance of the business.

Preparation for the Meeting

Preparation for an appraisal meeting is one of the
most important stages of the appraisal process.
Both parties must take time to prepare for the
appraisal meeting for a successful outcome. Most
appraisal processes invite the employee to
complete a self assessment to review and measure
their own performance. This assists the line
manager in seeing where the assessment concurs
with their own.

Prior to any appraisal meeting the line manager
should ensure that they:

« Consider how the employee has performed
against agreed objectives and collect
objective/work based evidence supporting any
feedback (positives and negatives!).

- Are aware of business factors that may have
impacted the individual’s ability to achieve all of
their agreed objectives.

« Consider any feedback received from the
employee, from colleagues or from customers
(again positive as well as negative).

( A

- Think about the potential development
opportunities, ways to improve or build on
performance and possible career development.

« Consider issues relating to poor or under
performance and what steps can be considered
to support and encourage the employee to
improve.

» Prepare initial objectives for the year ahead
based on business, team and individual targets.

The Appraisal Meeting

Meetings should promote open discussion and
therefore the environment and mental state should
be considered. Appraisal is generally a formal
process and therefore the setting should not be
'overly relaxed' as this influences the business focus
(apubis notthe best place to review performance!).

The line manager should make efforts to create the
right atmosphere, take the time to relax the
employee and ideally start with general well being
discussions to establish rapport. The line manager
must ensure the employee is aware of the meeting
purpose and what expectations are.

A good performance appraisal meeting involves two
way discussion and not the line manager talking at
the employee. The employee should be allowed to
put over their own view point, do the majority of the
talking and the appraising manager must listen and
take on board the employee's feedback.
Employees should be given plenty of scope to
explain why something did or did not happen.
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