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1. Legal Framework/Policy:

1. Regulation (EC) No 713/2009 of the European Parliament and of the Council of 13 July 2009 establishing an Agency for the Cooperation of Energy Regulators (the “Founding Regulation”), and in particular to Articles 17(9) and 28(2) thereof.
2. Council Regulation (EEC, Euratom, ECSC) No 259/68 laying down the Staff Regulations of Officials and the Conditions of Employment of Other Servants of the European Economic Community and the European Atomic Energy Community
3. Decision AB no  23/2015 of the Administrative Board of the Agency for the Cooperation of Energy Regulators of 17 December 2015 laying down general provisions for implementing Article 43 of the Staff Regulations and implementing the first paragraph of Article 44 of the Staff Regulations for temporary staff.

4. Decision AB no  22/2015 of the Administrative Board of the Agency for the Cooperation of Energy Regulators of 17 December 2015 laying down general provisions for implementing Article 87(1) of the Conditions of Employment of Other Servants of the European Union and implementing the first paragraph of Article 44 of the Staff Regulations.

5. Director Decision  2016-3 laying down internal measures for the implementation of Decisions AB n 22/2015 and AB n 23/2015 of the Administrative Board of the Agency for the Cooperation of Energy Regulators of 17 December 2015.
2. Purpose:

The purpose of this Standard Operating Procedure is to clarify all the steps to be followed by the Human Resources Management Team when organizing the Annual Appraisal Exercise for Temporary and Contract Staff in the Agency.

3. Scope:

This procedure describes the way in which a staff member’s performance is evaluated for the reference period from 01 January to 31 December of the previous year. The Appraisal Exercise is organised at the beginning of the current year and it applies to staff members who have worked for at least one month during the reference period. The objectives and the training map of the staff member for the current year are set during the Appraisal Exercise. 
4. Responsibilities:

The organisation of the Annual Appraisal Exercise is managed within the Administration Department, performed by the Human Resources Team of the Agency.

5. Definitions/abbreviations:
SR: Staff Regulations of Officials
CEOS: Conditions of Employment of Other Servants of the European Union

TA: Temporary Staff 

CA: Contract Staff 

JH: Job Holder
RO: Reporting Officer
CO: Countersigning Officer
AA: Appeal Assessor
HRM: Human Resources Management
FMB: Functional Mail Box
6. Procedure:

Prior to the start of the annual appraisal exercise an information session for all staff is provided by HRM. Separate information session for the Reporting Officers (RO) is organised as well.

The appraisal procedure is composed of the following key steps:

 (1) Launch of the annual appraisal exercise

HRM informs all staff about the launch of the Annual Appraisal exercise by sending an e-mail from acerhr FMB with two (2) Administrative notices (one for Temporary and one for Contract Staff). In the same e-mail, the JHs are invited to submit their own self-assessment via the online form of the appraisal tool (link to the tool is provided) within a period of 8 working days.

Relevant legal framework decisions, Administrative notices, Information notice on the Performance Appraisal Exercise, Performance Appraisal Exercise Calendar, Appraisal Standards for the Performance Appraisal of Staff, relevant presentations, privacy notice are published on the HRM part of the Agency’s intranet in a designated folder for the year’s exercise. 

 (2) Self-assessment of the job Holder (JH)

To complete their self-assessment, the JHs shall fill in five different sections of the appraisal form in the appraisal tool. Each section contains a short description of the type of information the JH is expected to fill in:

Section 1 'Appraisal'
The Jobholder must complete this section and write his/her self-assessment on his/her efficiency, ability and conduct in the service.

Section 2 'Responsibilities'
The Jobholder completes this section and mentions the type and level of responsibilities undertaken, as well his/her aptitude for taking on different responsibilities and tasks.

Section 3 'Training'
The Jobholder gives an overview of the training that he/she received during the year and the impact on his/her work.

Section 4 'Use of EU Languages'
The Jobholder can mention the level of his/her knowledge of EU languages.

Section 5 'General Comments'
Jobholders can add essential information that they would like to highlight and that has not been covered by other sections of the self-assessment.

After completing the self-assessment, the JH may propose his/her objectives and fill in a training map for the current year (annex to the self-assessment), which will be discussed with his/her RO during the dialogue. At any time within the deadline, the JH can save a draft of his/her self-assessment in the appraisal tool and submit only when he/she finalise it.
If self-assessment is not submitted within the deadlines, HRM will launch the procedure for the JH in order to continue with the process. If the JH is absent due to annual/special leave, illness, mission or any other justified reason, he/she needs to ask for the extension of the deadline by sending an e-mail to acerhr FMB.
(3) Dialogue between JH and RO

A dialogue between the JH and the RO shall take place within 10 working days after the submission of the self-assessment via the appraisal tool. The date is agreed between JH and RO and inserted in the tool. 
(4) Individual Qualitative Assessment Report
The RO drafts and finalises JH’s qualitative Report within 10 working days from the dialogue.

The RO will have to mark the report as satisfactory or unsatisfactory and submit it via the tool within the above set deadline.
(5) Unsatisfactory performance

In case the conclusion of the Report is that the performance has been unsatisfactory, the Report shall be transmitted to the Countersigning Officer who has to review the report made by RO within 8 working days and then confirm or modify it accordingly.
(6) The acceptance of the Report by the JH
Once the Report has been transmitted to the JH, he/she shall act upon it (accept or reject) within 5 working days. If the JH accepts the Report or fails to react, the Report becomes final and is transmitted to the JH (HRM marks in the appraisal tool that the JH failed to react and closes the form).
(7) The rejection of the Report by the JH - the appeal before the Appeal Assessor (AA)
In case the JH rejects the Report, the appeal procedure before the AA starts. A dialogue between the JH and the AA shall take place within 10 working days after the rejections of the Report via the appraisal tool. The date is agreed between JH and AA and inserted in the tool. 

The AA decides on the Report within 20 working days after its rejection by the JH. 
In the appeal cases where  the assessment is that the JH's performance has been unsatisfactory, the AA consults HRM and decides on the Report which becomes final.

(8) End of the annual appraisal exercise

HRM informs all staff about the end of the Annual Appraisal exercise by sending an e-mail from acerhr FMB with two (2) Administrative notices (one for Temporary and one for Contract Staff). HRM publishes administrative notices  on the HRM part of the Agency’s intranet in a designated folder for the year’s exercise.

	Step
	Action
	Responsibility/ Actors

	
	Information session for all staff and RO
	HRM

	1.0
	Launch of the Annual Appraisal Exercise
	HRM

	2.0
	Self-assessment submission
	JH

	3.0
	Dialogue between JH and RO
	RO

	4.0
	Individual Qualitative Assessment Report
	RO

	5.0
	Review of the Report by CO (only in case of the unsatisfactory report)
	CO

	6.0
	JH’s acceptance of the Report
	JH

	7.0
	Appeal Assessors intervention in case JH rejects the report; setting the dialogue and finalisation of the report
	AA

	8.0
	End of the Annual Appraisal Exercise
	HRM


Appraisal Process flow chart: see Annex 1
7. References and related documents:

A.
Standards, laws or regulations
Please refer to Point 1(Legal Framework/Policy).
B.
Other Procedures, documents, etc.
All the process is carried out in the appraisal tool of the Agency.
Following documents/forms are part of the Annual Appraisal Exercise:
1. Administrative notices on launching the exercise

2. Information notice for all staff

3. Calendar of the exercise

4. Appraisal Standards

5. PowerPoint presentations for all staff and Reporting Officers

6. Administrative notices on end of the exercise
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