
 Sample Appraisal Procedure

Appraisal - this procedure covers:
The way that work activities can be evaluated by comparing job or role profiles and competences with actual performance. This procedure identifies the participants and sets out the timetable.

An Appraisal is:

An opportunity to recognise achievement and development potential by:

· identifying skills, both apparent and latent

· acknowledging successful performance

· assessing the effectiveness of knowledge gained and training undertaken

· discovering interests to build on

An opportunity to identify areas needing improvement by:

· clarifying misunderstandings

· looking at problems in performance

· looking at changes in the job/role and anticipating future changes

An examination of issues that the participants wish to control or to alter:

· attitudes - so that they can manage them effectively

· skills - to give a basis on which to train and develop the potential the individual has

· qualities - of the person as a worker, their attitudes to clients and staff, to stimulate growth, confidence and motivation

· knowledge – to ensure that it meets the needs of the job/role

The aim is to focus attention on the individuals in order to encourage self awareness, development and growth for the benefit of the organisation, its clients and the worker. The objectives are for the workers to be aware of their achievement and the potential to develop.

The Objectives of the Interview
to improve present performance

through two way discussion and the structured analysis of problem areas

to identify potential and offer new challenges for workers

through discussion and analysis

to improve communication
by providing an opportunity and time for discussion between the two individuals involved, which would otherwise be unlikely to take place due to the day to day running of the  organisation
to create or review a training and development plan
through the consideration of the competences required for the individual’s role, changes in law and practice, exploration of any problem areas in workers performance and discussion with workers about their individual potential to identify training needs 

to improve motivation
through providing opportunity for assessment of the work being undertaken with the organisation and through recognition of commitment and effort

to provide formal records of the Appraisal

which can be compared annually

to promote effective relationships

through providing a forum for a dialogue to take place and the setting up of a mechanism for positive change

to identify emotional/stress problems

through providing opportunity for an open and confidential discussion in a supportive environment


Who has Appraisals?
All members of staff, both paid and volunteer. The procedure set out below may be amended for people who spend few hours a week in the office where a less formal structure may be appropriate, as long as the objectives set out in bold above, are covered. 


Who carries out Appraisals
	Post:
	Appraisal carried out by:

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Appraisal - Timetables:

Each member of staff has an Appraisal every twelve months, usually with a review of progress towards objectives after six months.  

A mutually convenient time will be agreed with sufficient notice for both parties to prepare. The post holder will be given a copy of the Appraisal Preparation Form  two weeks before the interview so that s/he has time to think about and complete it. The Appraisal Checklist  can be used to remind the parties of important issues. 

An Appraisal interview is likely to last between 45 - 60 minutes, although substantially longer may be needed for full time or senior posts. The precise timing will be flexible to meet individual needs.

After the Appraisal interview, a copy of the Appraisal Record Form and an updated Record of Training Needs and Training Completed will be given to the post holder within a week.


Confidentiality

No copy is kept of the Appraisal Preparation Form, which is completed solely to facilitate discussion. 

The Appraisal Record Form is confidential to the post holder and the other person carrying out the review. Completed forms are kept [ state where ].

Details of the discussion during the Appraisal are kept confidential although some aspects of the discussion may be shared with other members of the  team, for example when they are involved in achieving the post holder’s objectives. Auditors from the Legal Services Commission will want to verify the existence of records and check that objectives have been agreed and that training needs have been considered.


What to bring to an Appraisal interview
1. Appraisal Preparation Form 

2. The post holder's job description or role profile, any competences applicable

3. The Appraisal Record Form from the previous appraisal (unless this is the first)

4. Summary of independent file review records (if working on LSC contracts or doing casework)

The Appraisal interview
The two parties will consider the Appraisal Preparation Form and the job description or role profile and any competences that are appropriate. Any significant changes in role should be discussed, and the job description or role profile amended if necessary.

They will discuss the individual’s performance against the tasks and objectives previously agreed. (Unless this is the first Appraisal.)

At the end of the Appraisal the two parties will agree tasks and objectives for the next 12 months. They will remember that more than 5 objectives are usually unrealistic! 

A record of the review of performance and the new tasks and objectives will be made by the person carrying out the Appraisal Interview, on an Appraisal Record Form.  This will be given to the individual within a week so that it can be agreed.

If agreed, the individual will sign the form, keep a copy for his or her own reference, and give the original back to the person who carried out the review.

If the contents of the Appraisal Record Form cannot be agreed by the individual, the issue should be raised with the line manager of the person who completed the Form.

Policy updated :

APPRAISAL PREPARATION FORM

	Name:
	Date of last appraisal

(if applicable):

	Line manager:


	Date of current appraisal:




To be completed by employee and copied to line manager at least 1 week prior to the Appraisal meeting (please expand the boxes if you need more space):

Which parts of your job have gone well, and why?

Which parts of your job haven’t gone so well, and why?

Have you achieved your objectives over the past year?

What changes (if any) do you think should be made to your job description?

What are your work objectives for the coming year?

Can you identify any training needs or other support to help you achieve your work objectives?

APPRAISAL RECORD FORM

Name....................................................................…………..Date................................
	1. Achievements in meeting the objectives agreed - including major successes



	2. 
Problems which prevented achievement of  the objectives agreed




	3.  Main tasks/objectives agreed for the next 12 months. 




Form prepared by …....................................................................................

Date:.......................................................................................................

Form agreed by:.................................................................……...................

Date:.....................................................................................................…

 APPRAISAL FEEDBACK FORM

To be completed by line manager and copied to employee within 2 weeks of the appraisal meeting (please expand the boxes if you need more space):

Comments on areas where performance has been of a high standard:

Areas which have not gone well, and why:

Any amendments to be made to job description:

Objectives agreed for the coming year:

Any support and/or training agreed to help the employee achieve objectives:

Appraisee’s comments:

Signed:








Date:

(Appraisee)

(Line Manager)
PERSONAL RECORD OF TRAINING NEEDS AND TRAINING COMPLETED

__ /__ /__  to   __ /__ /__
NAME:_______________________________________________________

	NEED IDENTIFIED


	Type of training identified
	Target date
	Date completed


	No. of hours
	Title of course or description of training, name of course provider, or state ‘in-house’, any comment

	
	
	
	
	
	


