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Top ten tips on the appraisal and development review for both employees and appraisers 

	
Employee guide to the appraisal and 
development review process. 
 Top ten tips


	1. 
	Purpose of appraisal
It is a two-way discussion with your manager/appraiser to enable a discussion about your role, progress towards your objectives and knowledge and skills framework (KSF) outline, accomplishments, future objectives and development needs.


	2. 
	Frequency of appraisal
All staff should have an annual appraisal. There is a joint responsibility to ensure the appraisal is booked within the correct time frame and that it takes place. Postponements should only occur in extreme circumstances (service needs/personal issues). Protected time must be made available for the manager and employee to undertake the meeting.


	3. 
	Prior to the appraisal
The date of your appraisal will be confirmed in advance, ideally two weeks before, although this can be less by mutual agreement. Your manager will ensure you have access to a blank ADR form, the KSF outline for your role and the trust behaviour standards. You should have your previous ADR form (if you have been in post for over 12 months), and your job description. Do speak to your manager if you have not retained a copy of these.


	4. 
	Preparing for your appraisal
Start to consider your responses to the prompts on the appraisal form (section 1). Write down your own thoughts about your progress. The more you prepare for your meeting the more you will get out of it. It’s entirely your choice whether or not you share your draft form with your manager in advance of the meeting.


	5. 
	Reviewing your job role, working arrangements, skills and career aspirations
In section 2 consider your responses to the questions. Think about your career/development aspirations and whether you think you have skills that could be of further benefit to the trust. Write these down to discuss further if you wish.


	6. 
	Your KSF record
Your appraisal includes a review of how you are meeting the KSF outline for your role. There are six core competencies (outlined on the ADR form) and your outline may also include additional specific competencies if your department use these. The KSF is part of the national Agenda for Change (AfC) terms. It defines and describes the knowledge and skills that employees should apply to ensure the delivery of quality service. Additional to the KSF, the trust behaviour standards must also be met by all staff. Follow the instructions on the form to provide some examples of the type of tasks/projects/ accomplishments that you consider demonstrate you are achieving your KSF outline and behaviour standards. If you find this section difficult to complete without discussion with your manager/appraiser you can leave it blank to be discussed during your appraisal meeting.


	7. 
	Incremental pay progression
It is the normal expectation that employees will progress through the pay band’s incremental points at gateways and annually from point to point, provided that the employee’s performance is satisfactory. During the appraisal meeting, progression to the next point (unless you have already reached the maximum point) will be confirmed. Managers can defer incremental progression for an employee who is currently being supported through the formal stage of the trust’s managing employee performance procedure, where 3 months notice is provided. Further information is contained in the Employees Guide to Managing Performance (See Connect /ask your Manager/HR Consult).


	8. 
	During the appraisal
Your manager/appraiser will encourage you to talk through what you have written on the form and will give you some feedback using the prompts from section 3 of the form.  It is expected that you will have been provided with some general feedback during the year and therefore there should be ‘no surprises’ during the appraisal meeting.
Your objectives for the coming year will be discussed and agreed using section 4 of the form, or your department may have a departmental objectives template that they use for this purpose.


	9. 
	Personal development plan (PDP)
This will be agreed with you to support you with your job role requirements/KSF outline/objectives. Development does not mean it’s always necessary to attend training courses; there are many other ways to receive development (exposure to other tasks/attending meetings/reading/learning from others /shadowing etc. Your mandatory training will be confirmed and protected time agreed for you to complete this. This is added to section 4 of the form.


	10. 
	After your appraisal
The ADR form must be completed with your comments and those from your appraiser. You will both agree who will do this. It should then be agreed and signed by both of you, with a copy kept by you and one retained in your personal file. It is best practice for a six month review date to be arranged. Your appraiser/manager will inform Workforce Information that your appraisal has taken place, as this is a mandatory requirement.




