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Postgraduate Deanery for Kent, Surrey and Sussex

APPRAISAL GUIDANCE NOTES
Ref: Appraisal Guidance Notes & Forms
1. Aims of Appraisal

The KSS Deanery’s appraisal scheme aims to provide an opportunity:

· To review your work over the last year and plan your activities for the coming year;

· To discuss and agree your planned learning and development;

· To discuss more generally your career plans and aspirations.

The appraisal scheme is not linked to procedures for pay or grading, for which The Deanery has separate arrangements.  The appraisal record is not a promotion document, although any clear potential in terms of skills and experience should be noted.

2. Scope
The scheme applies to all Deanery staff that are employed on a contract of one year or more, and also includes Secondees to the Deanery.

3. Formal Records
The attached Appraisal Review Form (ARF) shows the areas that should be covered.  However, staff and managers may agree to record the Review and Personal Development Plan (PDP) in a different format as long as the same basic information is covered (reference in these notes to the form is intended to cover any other format agreed by managers and staff).  Documentation for academic staff is covered separately.

4. Appraisers
Academic Staff – will normally be reviewed by the department head.  However, academic staff may propose an alternative Appraiser and the department head will accept provided he or she is satisfied that the person proposed will have sufficient familiarity with the Appraisee’s work.

All other staff – will normally be reviewed by their immediate line manager.  Exceptionally, a member of staff may propose an alternative Appraiser and any such cases will be discussed between the department head and the HR Department.
5. Timetable
All staff will be reviewed at least once during the year.  It is the responsibility of appraisers to ensure that reviews take place at a time that is convenient to the operational needs of the department, although the review cycle has been agreed by the KSS Strategic Management Team and should run from April to August each year.  Department heads will need to certify, at the end of each year, to the Head of HR that all their staff have received an appraisal during the previous year.  Any extenuating circumstances, eg. maternity leave/long-term sickness, should be appropriately considered in relation to the achievement of objectives and discussed with HR where necessary.
6. Timescales
Both the Appraisee and Appraiser must complete the Appraisal Review Form.  The finalised form should be agreed within 15 working days of the Review Meeting and a copy retained by both parties.  In addition, the completed PDP [Section 6] should be copied to the HR Department by the end of September, following the appraisal discussion. It is the responsibility of all Appraisers to ensure that progress is regularly monitored and reviewed to ensure completion within the appraisal cycle as well as facilitating appraisal monitoring and training needs analysis.  Anticipated delays should be communicated to HR.
7. Maternity, Paternity or Adoption Leave

Where feasible, an appraisal discussion should be carried out prior to maternity, paternity or adoption leave, and the cycle should recommence on return, with new objectives and a new PDP agreed so as to being the employee up to date, particularly in light of any changes to services or systems.
8. Absence due to long term ill health
Where long term ill health has occurred (a full month or more), this should be considered in the context of what could have been realistically achieved within the reduced time frame. The comments section should indicate any impact on the achievement of objectives.  The review meeting should not seek to review attendance due to sickness absence and the Appraiser should be guided by the Appraisee in relation to the level of discussion at the review meeting in relation to the impact on the achievement of objectives.
9. Retention of Forms

Forms must be retained for 3 years in line with the Deanery’s records retention policies.  Managers must ensure that they retain forms securely and in line with the Data Protection principles.

10. Data Protection

The data collected and the records maintained under the appraisal scheme are used solely for the purposes, administration and monitoring of the scheme itself.  These include:

· Supporting the review of work during the year, the planning of activities for the coming year and of learning and development and the review of your career ambitions;

· Identifying any issues common across individual appraisals within the whole or part of the organisation, which may need to be addressed;

· Ensuring the fair, equitable and appropriate application and administration of the scheme.

The records are accessible to the staff of the HR Department and also to the Appraiser, Appraisee, Head of Department and the Dean Director (and to the employing organisation for Secondees).  With the individual’s consent, appraisal documents may also be used when preparing job references.

11. Pre-meeting

Staff and managers may find it useful to meet briefly a few days before the appraisal discussion to ensure they are both clear about the purpose and scope of the appraisal and the issues to be covered.  It is also helpful if the Appraisee completes Sections 1-4 of the form and sends a copy to the Appraiser a few days before the review meeting to assist preparation. 

12. Failure to Agree

There may be occasions when it may not be possible for the Appraisee and the Appraiser to reach agreement on the outcome of the review.  In such cases, staff should raise their concerns in writing with the Appraiser’s line manager within 10 working days.  The Appraiser’s line manager will meet with both parties as soon as possible and no later than 10 working days from receipt of the statement of concerns and advise the member of staff of their decision in writing within a further 5 working days.

13. Training

In addition to these guidance notes, training in effective appraisal techniques is available for both Appraisers and Appraisees through the HR Department.

GENERAL GUIDANCE FOR APPRAISERS 

14. Preparation for the Meeting

· Give the Appraisee at least two weeks notice of the review discussion;

· Arrange a suitable location for the discussion, which is private and free from interruptions;

· Arrange to meet with the Appraisee in advance of the review discussion to ensure you are both clear about the purpose and the issues you each wish to cover;

· Agree a format for recording the Review and PDP.  You may use the form attached, or use another format provided you both agree and you cover the same basic information;

· Look at the previous year’s Review and PDP, and consider how the issues identified have been addressed over the year.

15. Conducting the Review

Use the form as a guide to cover the Appraisee’s work in the last year:

· Section 1 – Background and Context

The Appraisee should enter contact and post details, as well as previous work experience (including previous employment where relevant) and areas of interest and aspirations.

· Section 2 – Annual Review

· Once the Appraisee has completed Section 2, the form should be used as a guide to cover the aspects of the Appraisee’s work in the last year.

· The Appraiser and Appraisee should explore the main activities and key tasks undertaken during the review period.
· The discussion should focus on both the positive aspects of the Appraisee’s work in the last year and the areas that went less well in a positive and constructive way.  Always seek to find mutually acceptable solutions to any issues that are identified.

· Section 3 – Reflection on personal development

This section should focus on any changes in the job that have required new learning, skills experiences and other areas of development. 
· Section 4 – Reflection on Achievements

The Appraisee will have communicated progress on the previous year’s objectives, having made appropriate links to the last business plan.  Both the Appraisee and Appraiser should seek to find mutually acceptable solutions to any issues that are identified. Failure to achieve objectives should be properly examined and managed accordingly.
· Section 5 – Objectives

Appraisers and Appraisees should agree objectives for the next period, which are specific, measurable and achievable within a specified period.  These should be agreed in the context of the Deanery (or Trust Education Centre) Business Plan.

· Section 6 – Personal Development Plan

This section should reflect agreed skills or knowledge, which need to be developed in the forthcoming period.  Both parties should agree development actions.  

16. Follow-up Action

· Section 7 – Conclusion of Appraisal Review

At the end of the meeting, or as soon as possible afterwards, write a summary of the discussion with the Appraisee and ensure that you both sign the form.

· Section 8 – Half-Year Review

Agree a date for a half-year review and write this in Section 8.  The purpose of the review meeting is to assess progress towards completion of the agreed objectives and development plans.  This section should be signed once the review meeting has occurred.

· The Appraisee should retain the original documentation whilst the Appraiser should retain a copy, ensuring it is held securely.

· A copy of the signed PDP (Section 6 Only) should be passed to the HR Department no later than the end of the review cycle in a sealed envelope (marked confidential). This will assist with the co-ordination and assessment of departmental objectives, as well as development and financial planning.

· If comments are added to the forms at any stage after the Appraisee has signed it, you must ensure that the Appraisee sees the comments.

GENERAL GUIDANCE AND INFORMATION FOR APPRAISEES

17. Preparing for the Review

· Meet with your Appraiser to ensure you are both clear about the purpose and the issues you each wish to cover;

· Review the previous year’s Review Form and PDP, and consider how the issues identified have been addressed over the year;

18. Completing the Form

· Complete Sections 1 to 4 and attach your current job description, or provide a brief description of your main duties.

· Prepare some notes in preparation for agreeing the content of Section 5.

· Either at, or as soon as possible after the review, fill out your PDP in Section 6 for you and your Appraiser to sign.  Development actions can take the form of formal training, either internal or external, but equally can cover activities at work which expand your skills or knowledge, such as learning a new IT skill or working on a new project or as part of a team.

· Retain the original of your PDP form and send a copy to both your Appraiser and   the HR Department marked ‘Confidential’.
19. Follow-up Action

· Review your PDP regularly and ensure it is still relevant.

· If you would like to talk to your manager during the year about your job or your development needs, you should ask to do so.

GENERAL GUIDANCE FOR DEPARTMENT HEADS

· Department heads should ensure that Appraisers carry out regular staff appraisals, and discuss any issues or concerns, which may arise.  If any comments made are considered unjustified then they must be discussed with the Appraiser and Appraisee.

· Appraisals should normally be completed within the period April to August each year and department heads should ensure that the process has been properly carried out and take note of any follow up actions, which have financial or organisational implications.

· Departmental performance on completion of appraisals will be reported to the October business managers meeting by the HR Department each year.

        Postgraduate Deanery for Kent, Surrey and Sussex
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Appraisal Review

And

Personal Development Plan

for:

	Appraisee Surname:  

	Appraisee First Name: 

	Department/Location:  


	This section only applies to staff on fixed term contracts or time-limited secondments

	Contract or Secondment End Date:
	


	Appraisal Period: 

(April to March)
	
	

	Main Appraisal Date:
	

	Half Year Review Date:
	


The aims of appraisal in KSS Deanery and NHS Trust Education Centres:

· To review your work over the last year and plan your activities for the coming year

· To consider the individual’s contributions to quality and improvement of Deanery functions and activities

· To relate contributions to the Deanery Business Plan (and/or, in the case of Clinical Tutors, Directors of Medical Education and Centre Managers, the local ‘Forward Plan’)

· To offer opportunity for individuals to discuss and seek support for their participation in activities, initiatives or development

· To discuss and agree your planned learning and development

· To discuss more generally your career plans and aspirations

· To identify the necessary resources or support to enable agreed objectives to be met

· To enhance, through all the above, the quality, motivation and effectiveness of the team as a whole in achieving the Deanery’s objectives

NOTE:  Please feel free to replace text as appropriate or required.  Please also note that the completed document will be available to the Seconding Organisation in respect of Secondees.

Section 1 - Background and Context 

Appraisee Full Name: 
Post Title: 
Year Appointed: 

Department/ Location: 
Email address: 

Work direct line telephone /Extn: 

Previous posts and work experience: (Please summarise below)

Areas of interest and aspirations

Section 2 - Annual Review
A)
Main activities and key tasks undertaken during the review period:

(Please attach your current Job Description) Please reflect on, and describe here, the main activities that have occupied your time. 

B)
What went well during the review period?

C)
What areas caused you difficulties and why?

Section 3 - Reflection on personal development

Please detail below if there have been changes in your job that have required new: learning, skills, experiences and other personal, interpersonal or professional development acquired or achieved in the last year:


	Acquired
	How
	When

	
	
	


Section 4 - Reflection on Achievements

Please list previously defined objectives and summarise the outcomes/progress either here or in a separate attachment.  

	OBJECTIVES: Brief summary of objectives set for the last period


	MEASURES How you will know you have succeeded (success criteria) 
	ACHIEVED: Yes, No or Partially
	COMMENTS

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Section 5 – Objectives

[Agreed in the context of the Deanery (or Trust Education Centre) Business Plan]
	OBJECTIVES: Brief summary of objectives set for the last period. The objectives of ALL APPRAISERS must include ‘Timely and full completion of appraisals and submission of PDPs to the HR Department’.

	MEASURES How you will know you have succeeded (success criteria) 
	DUE DATE:
	BUSINESS PLAN (Please specify Business Plan Objective (heading), eg. Modernising Careers, Managing & Providing Education, Quality Management, Leadership, Improving Working Lives of Staff, etc.) or indicate ‘No Reference’ 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Section 6 - Personal Development Plan
	WHAT: Skills or knowledge you need to develop, eg. Presentation Skills.
	HOW:  you will develop them (eg, training event, conference, work shadowing, etc).
	TIMESCALES: Agreed due date / timescale.
	MEASURES: How you will know you have succeeded (eg Effective delivery of presentations on particular topics with positive feedback received and outcomes achieved)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Date Appraisal Review Meeting Held:

	Department/Location:

	Full Name (CAPS):
	Full Name (CAPS):

	Signed:

(Appraisee)
	Date:
	Signed:

(Appraiser)
	Date:


A copy of the completed Appraisal Review Form should be submitted to the Appraiser within 15 working days of the review.  The Appraisee should then forward a copy of the fully signed Personal Development Plan to the Human Resources Department by the end of the annual appraisal cycle (published deadline).

Section 7 - Conclusion of Appraisal Review

	Concluding comments (Appraisee)



	Concluding comments (Appraiser)

	Date and time for half-year review :    


Signed and agreed:

	Appraisee:
	
	Date:

	Appraiser:
	
	Date:

	Department/Location:
	


Section 8 - Half-Year Review

Signed and agreed:

	Date of Half-Year Review meeting:

	Appraisee:
	
	Date:

	Appraiser:
	
	Date:

	Department/Location:
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