Council, 8 December 2016
Council member annual review process: revised forms
Executive summary
Introduction
The purpose of this paper is to ask the Council to approve changes to the forms for the
Council member annual review process. The annual review process was discussed at
the Council training day held on 15 January 2016 and a number of changes were
recommended as a result. The updated process and forms were approved at the
Council meeting in February 2016.
Having run the updated process, further revisions are proposed to the review forms to
include sections to record learning and development needs, learning outcomes, and
reflections on learning. An additional appendix to cover optional activities has been
added. The updated forms are attached at appendix 1.
Decision
The Council is invited to approve the revised forms.
Financial implications
None
Appendices
New Council member review form
New Optional activity appendix
Current Council member review from February 2016
Council member review process
Date of paper
18 November 2016
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Council Member Review Form 2017
NAME OF MEMBER

REVIEW LOCATION

DATE OF REVIEW

CONTACT NUMBER

Council Member Competencies
Rating scale:
4.
3.
2.
1.

Requires significant development (does not yet meet the expected standards).
Requires development (occasionally does not meet the expected standards – some development required).
Competent (meets requirements, confident with performance).
Exceeds Expectations (from time to time exceeds the standards required – very good performance).

Competencies Review

Theme

Evidence

Strategic
direction

Demonstrates understanding of, and
contributes to the strategic direction
and governance of the organisation.

Accountability

Challenges the views and proposals
of others, appropriately and
effectively.
Supports the work of the Executive,
where appropriate.
Accepts shared responsibility for
corporate decisions.

Equality and
diversity

Demonstrates awareness of equality
and diversity in practice and how this
applies this to their role. I.e.
Demonstrates understanding of E&D
themes by commenting on,
challenging, raising concerns when
issues are identified.

Rating

Comments

Development Needs
(Identification and how they will be
addressed)

Communication

Listens effectively to the views of
colleagues, members of the
Executive and other stakeholders.
Communicates their views at Council
meetings and HCPC events
appropriately and effectively.

Working as a
team

Participates effectively in group
discussions.
Shares their expertise to help make
good decisions. Recognises the
expertise of others.
Builds supportive, professional and
co-operative working relationships
with all colleagues (particularly
Council members and EMT),
respecting diversity.

Understanding
regulation

External
Stakeholder
activity

Demonstrates understanding of the
purpose of regulation, the work of
HCPC and the wider context,
appropriate to their role.
Carries out an active role as a
member of the HCPC Council and
represents the organisation at other
relevant external events, providing
professional expertise.

Attendance at meetings

Use this section to include dates of attendance at meetings
DATES
Include dates of attendance
Mar

Council

Committee 1
Name:

Committee 2
Name:

Apr

May

Jun

Comments
Please record thoughts on experience and
contribution
Jul

Aug

Sept

Oct

Nov

Dec

Jan

Feb

Learning and Development
Please record how you used your learning and development entitlement this year, indicating how useful you found each
intervention below.

Title and description of learning event

Reflection on learning

Learning Outcome:
Impact on effectiveness in your
performance as Council member

Summary
Summary of discussions and Feedback from Chair on performance

Signatures

Council member ………..…………………..

Date: ……………………………

(This form is an accurate reflection of the appraisal conversation)

Council Chair ……..………..…………………

Date: …..……………………

(This form is an accurate reflection of the appraisal conversation)

Council Member Review Form - Optional attendance appendix
Attendance at/involvement in optional meetings, events and activities
Use this section to include dates of activities

DATES

Comments

Include dates of attendance

Mar

Registration
Appeals
Panels

Panel Chair
Self
assessment

Apr

May

Jun

Please record thoughts on experience and
contribution
Jul

Aug

Sept

Oct

Nov

Dec

Jan

Feb

Mar

External
Events

Other

Apr

May

Jun

Jul

Aug

Sept

Oct

Nov

Dec

Jan

Feb

Comments
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Council member review form 2015-16
Name of member:

Review location:

Date of review:

Contact number:

Competencies for Council members [Please rate 1-5: 1: Poor, 2: Fair, 3: Average, 4: Good, 5: Very good]

Theme

Evidence

Strategic
direction

Demonstrates understanding of, and
contributes to the strategic direction and
governance of the organisation.

Accountability

Challenges the views and proposals of
others, appropriately and effectively.
Supports the work of the Executive,
where appropriate.
Accepts shared responsibility for
corporate decisions.

Equality and
diversity

Demonstrates awareness of equality
and diversity issues and applies this to
their role.

Rating

Comments

CONFIDENTIAL
Communication

Listens effectively to the views of
colleagues, members of the Executive
and other stakeholders.
Communicates their views at Council
meetings and HCPC events
appropriately and effectively.

Working as a
team

Participates effectively in group
discussions.
Shares their expertise to help make
good decisions.
Build supportive, professional and cooperative working relationships with all
colleagues, respecting diversity.
Recognises the expertise of others.

Understanding
regulation

Demonstrates understanding of the
purpose of regulation, the work of HCPC
and the wider context, appropriate to
their role.

CONFIDENTIAL

Attendance
Council attendance
[Committee 1] attendance
[Committee 2] attendance

Learning and development [Please rate 1-5: 1: Poor, 2: Fair, 3: Average, 4: Good, 5: Very good]
Please record your conclusions from core training sessions for this year for Council and Committees (if appropriate):
Title of training

Rating

Comments

Please record how you used your training entitlement this year, indicating how useful you found each session below.

Title of training

Rating

Comments

CONFIDENTIAL

Training for the coming year
Please tell us about training you would like to be provided with in the forthcoming year. If you have identified a specific
training need, detail why you feel it would be of interest and of relevance to your role as a Council/Committee member:
If you do not consider that you require training or development in the following year please enter “no training required”.
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Summary of discussions

Signatures

Council member ………..…………………..

Date:……………………………

(I have seen this form and have discussed it with the Chair)

Council Chair

…………..…………………

Date:……………………………

(I have seen this form and have discussed it with the above Council member)

[AGREED BY COUNCIL 10 FEBRUARY 2016]

Guidance on the Council and Committee member review system
1.

Introduction

1.1

The following guidelines are designed to help Council and Committee members
complete the self-appraisal and feedback review process which will take place
on an annual basis during March and April each year. This is so that the reviews
can feed into the Council member appointments and reappointments timetable.
If you have any questions or need further support, please contact the Director of
Council and Committee Services.

1.2

Please note that the code of conduct states that all members must complete
the annual performance review process.

1.3

In addition to th e self-appraisal system, Council members will be expected to
participate in a 360 deg ree review every two years. This will be undertaken by
an independent third party and Council members will be asked to select who is
approached to provide 360 degree feedback. This could include fellow Council
members, members of the Executive, employees or me mbers of outside
organisations that th ey had worked with in connection with their HCPC r ole.
Since this will be u ndertaken by an i ndependent third party, this gui dance
focusses solely on the annual self-appraisal.

2.

Objectives of the system

2.1 Members complete a self-appraisal form and conduct a review meeting with the
Council Chair (or the Committee Chair, in the case of non-Council Committee
members such as th e Independent member of th e Audit Committee). This
meeting is an opportunity to discuss the conclusions from the review, along with
key issues, feedback and objectives for the co ming year, including plans for
training and development. Appraisal forms should be submitted to the Secretariat
at least three working days before the review meeting in order that the Chair has
sufficient time to prepare for the meeting.
2.2 The objectives of the Council Member performance appraisal system will be to:


Acknowledge positive contribution to the work of Council and Committees;



Encourage and appraise personal and professional development;



Create clear expectations;



Maintain best practice;

3.



Identify areas for improvement in HCPC’s training and processes;



Provide members and Chairs with fe edback when conducting the selfappraisal process;



Inform the reappointments process.

Competencies and the self-assessment

3.1 All members will be asked to assess themselves against those competencies
against which they have been recruited. Council and Committee members are
asked to provide a rating and comment on their performance in respect of each
competency.
3.2 When undertaking the self-assessment, Council and Committee members
should also give consideration to their responsibilities under the Council Code
of Conduct and the seven principles of public life (see appendix).
3.3 The competencies (‘themes’) together with examples of evidence can be found
below:Theme

Evidence

Strategic direction



Demonstrates understanding of, and contributes to
the strategic direction and governance of the
organisation.

Accountability



Challenges the views and proposals of others,
appropriately and effectively.



Supports the work of the Executive, where
appropriate.



Accepts shared responsibility for corporate
decisions.

Equality and
diversity



Demonstrates awareness of equality and diversity
issues and applies this to their role.

Communication



Listens effectively to the views of colleagues,
members of the Executive and other stakeholders.



Communicates their views at Council meetings and
HCPC events appropriately and effectively.



Participates effectively in group discussions.

Working as a team

Understanding
regulation

4.



Shares their expertise to help make good decisions.



Build supportive, professional and co-operative
working relationships with all colleagues, respecting
diversity.



Recognises the expertise of others.



Demonstrates understanding of the purpose of
regulation, the work of HCPC and the wider context,
appropriate to their role.

Failure to Agree

4.1 In the event that a Council or Committee member does not agree with feedback
received from the performance and development review, or if they feel they
have been treated unfairly, they may submit their comments in writing to the
Director of Council and Committee Services. These comments are placed on
the Council (or Committee) member’s file with a copy of the appraisal form.
5.

Equality and diversity

5.1 All participants must guard against unfair discrimination on a ny grounds
(including sexual orientation, religion or beliefs, race, sex or disa bility). Council
Members will be assessed only on their ability to perform their role.
6.

Confidentiality

6.1 All HCPC employees and Council and Committee members are required to keep
details of any performance appraisal in which they participate confidential. All
paperwork relating to performance appraisals will be kept on the Council
member’s respective file, which will be maintained in a secure environment, and
destroyed according to the HCPC document retention policy.
7.

Chair’s appraisal

7.1 The Chair will conduct a self-appraisal in much the same way as member of
Council. However, the review meeting will be undertaken by an independent,
non-HCPC individual who will be identified by the Chair and Director of Council
and Committee Services.
7.2 Furthermore, this individual would contact the Chief Executive and members of
Council directly to elicit feedback on the Chair.

7.3 The Chair would be expected to complete the same template as the Council
(and Committee) members but it would include the additional competencies
against which she/he was recruited. Following the review meeting, the facilitator
of the Chairs meeting will produce a summary of discussions for agreement,
which is signed and placed on the Chair’s personal file.
8.

Follow-up

8.1 Once the review form has been agreed by the Council and Committee
members and the Chair, the individual training needs and other actions will be
logged by the Secretariat. Training objectives will be assessed to see if there is
any ‘group’ training that can be undertaken and individual requests will be taken
up in conjunction with the Council member.

The Seven Principles of Public Life


Selflessness - Holders of public office should take decisions solely in terms
of the public interest. They should not do so in order to gain financial or
other material benefits for themselves, their family, or their friends.



Integrity - Holders of public office should not place themselves under any
financial or other obligation to outside individuals or organisations that might
influence them in the performance of their official duties.



Objectivity - In carrying out public business, including making public
appointments, awarding contracts, or recommending individuals for rewards
and benefits, holders of public office should make choices on merit.



Accountability - Holders of public office are accountable for their decisions
and actions to the public and must submit themselves to whatever scrutiny
is appropriate to their office.



Openness - Holders of public office should be as open as possible about all
the decisions and actions that they take. They should give reasons for their
decisions and restrict information only when the wider public interest clearly
demands.



Honesty - Holders of public office have a duty to declare any private
interests relating to their public duties and to take steps to resolve any
conflicts arising in a way that protects the public interest.



Leadership - Holders of public office should promote and support these
principles by leadership and example.

THE CODE OF CONDUCT
This code of conduct particularly applies to Council members whenever they take part
in Council business, or whenever they represent the Council.
Council members should also bear in mind that due to the high profile nature of their
role, even when they consider themselves to be working entirely in a private capacity,
or for another organisation, they may still b e viewed as a representative of, or an
ambassador for, HCPC. They should therefore still be mindful of this code.
In addition, a Council member whose actions in another capacity may undermine their
role as a Council member or public confidence in the Council, may have those actions
judged against this code of conduct and action taken accordingly.
General guidelines
Council members should at all times:


act in good faith;



act in accordance with the Council’s objective of protecting the public;



act in acc ordance with the seven principles of pub lic life as set out by the
Committee on Standards in Public Life (see Appendix B);



take personal responsibility for ensuring that they keep to the code of conduct;
and



treat others equally, fairly, and with respect.

Council members should not:


act in a way that mig ht bring the Health and Care Professions Council into
disrepute; or



use their position for personal gain or to promote their private interests.

Confidentiality
Most information to which Council members have access as part of their role will be in
the public domain. However, there will be times when they may have access to
information that is con fidential. This may include papers from private sections of
Council or committee meetings or information relating to HCPC employees.
Council members should not dis close any confidential information which they have
been given because of their role as a Council member, other than for a proper purpose

or if they are required to do so by law. Council members should take appropriate steps
to ensure that confidential papers are stored securely. Members should contact the
Chief Executive if the status of any information is unclear.
If a member becomes aware of a breach in co nfidentiality, they must imm ediately
notify the Chief Executive or the Chair.
Attending meetings
Council members should endeavour to attend all Council meetings, and any meetings
of committees of which they are a member.
There may be circu mstances in which Council members are unable to attend a
meeting, in which case they should send their apologies as soon as possible to the
Secretary of the Council or the relevant committee.
Where a Council member is unable to fulfil their role over a prolonged period, they will
be asked to discuss their position on the Council with the Chair.
Council members’ attendance records will form part of the Council members’ annual
performance review and particular consideration will be given to meetings where a
Council member has not attended and has not given notice of their absence.
Council members’ annual performance review
All Council members must participate in the annual performance review system, and
follow the agreed procedure.
Breach of the Code
Any minor breach of this code of conduct will be d ealt with in the first instance
informally, for example by th e Chair of a committ ee or another Council member
drawing the breach to the Council member’s attention during a meeting or similar.
If a Council member is concerned that another Council member may be in breach of
this code, they should raise their concerns with the Chair.
However, where there is evidence of a deliberate, serious or continued breach of this
code of conduct or a complaint is received about the conduct of a Council member this
will be referred to the Chair, who will act in accordance with the complaints procedure
set out in Appendix A and, if appropriate, will convene a special meeting of the Council.
Suspension or removal from office of a Council Member
A Council member may be suspended or removed from office in accordance with the
provisions of the Health and Care Professions Council (Constitution) Order 2009.

