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Next review due:
[Name of organisation] aims to deliver quality innovative services that meet the needs of people who use our services. Our appraisal system enables us to:

· Develop the quality of professional practice by reflecting on successes and failures

· Maximise the effectiveness of staff through identifying and addressing professional development needs

· Identify and address poor performance in a constructive and fair way

Increase staff satisfaction with their work, by acknowledging and valuing their contribution and particular successes.
It does not exist in isolation from other line management relationships such as day-to-day discussion and supervision.

Day-to-day discussions usually address issues that are too urgent or too small to wait for supervision. If someone is experiencing difficulty they can go to their supervisor for support or advice.

Supervision sessions are a more in depth discussion about the employee’s performance in the specifics of the job, the progress of work and the employee’s ongoing support needs.

Appraisal is an opportunity to look back over the previous period and look forward to the coming period. It involves taking a step back to look at the employee’s overall performance, praising successes and identifying where change had been required. It also involves looking at the forthcoming period to identify challenges and training support needs. It should give time for feedback about your views on their potential and can help staff to plan ahead for themselves.

It is important to note that it is not supervision counselling or a disciplinary hearing, but a joint review of work, with the appraiser reviewing performance for the organisation.

Format

Appraisal comes in a variety of forms and should be seen as a process to guide employees through their learning in the organisation. As they grow in knowledge and experience in their role, so its format will change. Appraisals are usually conducted between [December and February].

12 months and annual development meetings

The annual development meeting is to jointly review the past year and to set objectives for the following year. Also it is to ensure that the employee is performing the tasks of their job effectively and efficiently. It is an opportunity to praise achievements, identify areas for improvement, and set out plans of action. The annual appraisal should also be used for looking at the changing needs of the job. Finally, but equally importantly, it should be a time to attend to the personal development needs of the employee, with the organisation helping the employee to plan their goals and actions to achieve these.

Appraisal process

The supervisor/appraiser and the appraisee set a date for the appraisal in supervision, probably with 4-5 weeks’ notice. They each take a copy of guidance notes and spend two weeks writing up their appraisal of how the year has gone for the individual. They swap notes 1-2 weeks before the appraisal meeting and make notes on emerging objectives. The notes are the basis for the discussion. The meeting should be held in a quiet place where there will be no interruptions or external distractions.

The meeting takes place, with the notes being typed up by the appraiser, signed by both and then passed on to the senior manager. In addition to the written report, the appraiser should also complete the performance assessment sheet found in Appendix A at the conclusion of the meeting, and the appraisee should complete the professional development plan template found at Appendix B following the meeting. 

If there is a disagreement about the appraisal a further meeting with a senior manager can be held to hear the complaint.

Guidance notes
In writing up your notes please take time to consider how the year has gone. Appraisals should be prepared after reviewing job descriptions, monitoring reports, and supervision notes in relation to key work areas.  Ask what went well and what needs improvement; be constructive in developing plans of action for improved performance.

· Try to set real objectives and timescales

· Praise good performance and successes

Do not avoid talking about difficulties and how these difficulties have been addressed.

Guidance notes (appraiser)

General 

Appraisals are an important part of the individual's development and are a good way of looking at the work and giving it perspective. They are a good way of developing staff and improving the organisation through improved motivation, commitment and performance. Appraisals can also be a difficult and stressful time. Try to put the appraisee at ease in the meeting. Try to be balanced in your criticism and praise. Do not make promises of promotion or special favours. Try to support assertions with evidence rather than hunches (use the quality monitoring comments and supervision notes). Do not avoid negative feedback if necessary, especially if something negative has recently come to your attention. Try to agree plans of action.

With your knowledge and experience try to give a realistic assessment of the appraisee's strengths and weaknesses. Liaise with other managers if the employee is involved in work areas led by others.

Try to engage them in developing their future planning by looking at their goals and their learning needs.

Are there any elements of their work that give you cause for concern? Have they previously been bought to their attention? What was the plan of action? Has it been addressed?

Are there any areas of special responsibility they could take on which might further their career?

Specific

Look at each key result area of the job and consider the following:

· Do they do this well? Could they improve? Do they need help? If they need help what help?

· Have they had poor performance pointed out previously (use supervision notes and other notes)?

· Could their performance be improved with training, shadowing or other support?

· Make specific recommendations with objectives, timescales and who's responsibility.

Has the job changed? Is it likely to change over the next year? How should they prepare for these developments?

Praise achievements, successes and good performance.

Generally

How is the job changing? How are they developing? How would they like to develop? How can they plan for this? Aim to agree one objective per area of the job if possible.

Guidance notes for the person being appraised (‘appraisee’)

General 

Appraisals are an important part of your development and learning as well as being a good way of giving perspective to the work you do. They are a good way of developing staff and improving the organisation through improved motivation, commitment and performance. Appraisals can potentially also be a difficult and stressful time so [Name of organisation] will try to make them as fair as possible. Appraisers will try to be balanced between praise and constructive criticism.

This is your opportunity to review your work and to plan for your future at [Name of organisation] and beyond. Try to use it positively. It is a time for you to have your work recognised and to think constructively about areas where you need support. Try to support assertions with evidence (use the quality monitoring comments and supervision notes). Try to talk openly about both your achievements and your difficulties. Treat it as a learning experience. Look to set objectives and try to agree plans of action.

Specific

Using your job description and the key result areas from supervision, look at each key result area and consider the following:

· Do you do this well? Could you improve? How could you improve? What help do you need to improve? Support, shadowing, training (specify)? 

· Are there any areas of your job that you do well? What successes have you had?

· Are there any elements of the job that you have had a difficulty with? How have they been addressed? How are they going now?

· What specific objectives are you following through (at the moment), what do you have for the future, and what are the timescales?

· Has the job changed over the last year? Is it likely to change in the next year? What do you need to do to prepare for these developments?

· How do you want to develop in the job and in your career? How can [Name of organisation] enable you to do this?

Are there any areas of special responsibility you would like to take on which could help you to develop/further your career?

Aim to write one objective per area if possible.

Appendix A: Assessment Sheet for Annual Appraisal 

	Name of staff member
	

	Date of assessment
	


Introduction

 Please complete the following performance assessment sheet at each annual appraisal. How would you rate the employee’s performance over the last period?  Please try to tick only one area. 

	
	Please tick

	Achievement of all objectives/goals to target, plus excellent performance on a piece of work, above normal expectations
	

	Notes:
	

	Achievement of all objectives/goals to target; good performance across all key work areas
	

	Notes:
	

	Achievement of a majority of objectives/goals to target; satisfactory performance across all key work areas; training and development support would result in good performance
	

	Notes:
	

	Achievement of some objectives/goals to target, but targets in other work areas not met; performance of some work areas not satisfactory
	

	Notes:
	

	Overall work is not achieving goals to target; performance of key work areas not satisfactory. [Name of organisation]’s Performance Improvement Policy should be followed.
	

	Notes:
	


	Signed appraiser 
	

	Signed appraisee
	


Appendix B: 12 Month Professional Development Plan for individual members of staff

	Name
	

	Department
	

	Line Manager
	

	Date
	


	Area of work 
	Learning need
	Agreed plan 
	When/time scale 
	Costs 
	Action points 

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	Member of staff signature 
	

	Line manager signature
	

	Date
	



