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1. Policy Statement 

This organisation recognises appraisal to be a method by which the manager can objectively and 

fairly measure or evaluate the performance of a particular staff member by holding a formal 

annual appraisal meeting which involves a review of past and current performance and the setting 

of objectives and goals for the following year. The organisation also recognises that such 

appraisal sessions are a good time to discuss the overall development and career aspirations of a 

member of staff and to put in place a personal development and training plan which seeks to 

support their work and help them to realise their potential. 
 

2. The Policy 

In this organisation: 

a) Every member of staff has a personnel file which will include an appraisal, a personal 

development plan and a training record 

b) Every member of staff has and will have an annual appraisal meeting with the Registered 

Manager. In this home the annual appraisal are undertaken at the beginning of March of 

each year. 

c) Every nurse must follow their professional standards of practice and behaviour validation is 

included in this file. 

d) As the employer, we recognise that we have a responsibility to recognise and reinforce good 

performance, and also to take steps to identify and deal with poor performance 

e) During each appraisal session: 

i. The previous appraisal and personal development plan are reviewed  

ii. Performance over the previous year are reviewed and measured against the previous 

year’s objectives or goals 

iii. Objectives or goals for the following year are agreed and any areas within which the 

member of staff is expected to or wishes to develop are noted 

iv. Requirements for training or development are discussed and agreed and a personal 

development plan created covering the year ahead 

f) A written record of the appraisal is made with a copy of the appraisal and personal 

development plan placed on the personnel file of each member of staff and another copy of 

the personal development plan given or e-mailed to the employee as well 

g) The manager is trained in providing appraisal and performance review and also is familiar 

with the requirements of the New Fundamental Standard Regulation 18. 

 



3. Procedure 

In this organisation: 

• Every member of staff will have a personal training file which will include an appraisal, a 

personal development plan and a training record 

• Every member of staff will have an annual appraisal meeting, including a six month follow up 

with the registered manager. 

• Every nurse, following the nursing and midwifery council (NMC) professional standards of 

practice and behaviour for nurses, midwives and nursing associates. 

• As the employer, we recognise that we have a responsibility to recognise and reinforce good 

performance, and also to take steps to identify and deal with poor performance 

• During each appraisal session 

o The previous appraisal and personal development plan should be reviewed, if available 

o Performance over the previous year should be reviewed and measured against the previous 

year’s objectives or goals 

o Objectives or goals for the following year should be agreed, and any areas that the member 

of staff is expected to or wishes to develop should be noted 

o Requirements for training or development should be discussed and agreed and a personal 

development plan should be created covering the year ahead 

• A written record of the appraisal should be made, with a copy of the appraisal and personal 

development plan placed on the staff members personnel file and another copy held by the 

employee themselves 

• A six-month review should be held for each member of staff, to check that all is going to plan 

and to make any necessary readjustments to the plan 

• All managers will be trained in providing appraisal and performance review before they are 

asked to conduct an appraisal. They will also be familiar with the requirements of the CQC 

fundamental standards, health and social care act 2008 regulation 18 (staffing). 
 

4. Critical Reflection 

In order to learn reflection should be part of the appraisal system which can help capture the 

previous year in terms of activity, achievements and goals. One of the best ways of doing this is to 

have a meaningful look and reflect on what went right and the areas to learn from The weather 

model provides a way of doing this without feeling that somehow things have not been as good as 

they could have been. The model works like this. 

• Sunshine - What went well 

• Rain - What did not go well 

• Lightning - What came as a shock or surprise 

• Fog – What did you not understand 
 

With this model the emphasis is on learning rather than strengths, weaknesses or deficits 

 

 

 

 

 

Related Policies 

Code of Conduct for Workers 

Supervision 

Performance Management 



 

Related Guidance 

 ACAS Employee Appraisal http://www.acas.org.uk/media/pdf/s/b/B07_1.pdf  

 ACAS How to manage performance http://www.acas.org.uk/index.aspx?articleid=2927  

 ACAS How to get the best out of your staff 

http://m.acas.org.uk/media/pdf/t/q/Help_for_small_firms__How_to_get_the_best_out_of_your_

staff.pdf  

 RCN Appraisals and performance reviews; how to prepare https://www.rcn.org.uk/get-help/rcn-

advice/appraisals-and-performance-reviews-a-checklist-to-help-you-prepare  

 The Code Professional standards for practice and behaviour for nurses, midwives and nursing 

associates https://www.nmc.org.uk/code 

 Critical Reflection  https://www.communitycare.co.uk/2018/05/15/tools-help-students-

reflective-practice-using-theory/ 

 

 

PERSONAL DEVELOPMENT APPRAISAL AND 

PERFORMANCE RELATED PAY EVALUATION 
APPENDIX 1 

INTRODUCTION, AIMS, OBJECTIVES, PROCESS AND OUTCOMES OF THE APPRAISAL  

1.0 Introduction 

 

All employees have the right to an appraisal and help with personal development planning. The 
appraisal process should take place at least once every 12 months.  Staff appraisal is an everyday 
function of a manager’s job. A manager / team leader will know whether, or not a member of their 

team is performing to the standards expected of them and will give regular and constructive feedback 
accordingly. 
 

Every employee should understand what is expected from them in terms of performance and should 

receive any training, supervision, and development needed to enable them to reach the agreed 
standards. 
 

Effective appraisal shows a long-term commitment to staff and contributes to the achievement of the 
organisation’s objectives. It feeds into the planning process by ensuring that any planned training and 

development provided will give staff the skills & knowledge necessary for continuing service 
provision. 

2.0 Aim 

 

This procedure will set in place a system that will ensure the company’s approach to: 

 clarifying job roles  

 agreeing what needs to be achieved and how to achieve it 
 recognising individual’s strengths and identifying any areas for improvement 
 agreeing a Personal Development Plan that is realistic and relevant 
 enabling all staff to understand and value their contribution to their personal, practice or team 

development plans and the company’s/home’s objectives 
 encouraging and supporting continuous and lifelong learning and development 
 evaluating the effectiveness of any previously agreed developments 

3.0 Objectives 

 

Ensuring procedures that will allow all staff to: 

 understand and clarify their job role and responsibilities 
 know how they contribute toward the team/practice and the home’s development plans 

 get constructive feedback from their manager/appraiser 
 discuss views and ideas on how their job role could be improved 
 plan their education, training, supervision and development. 
 understand and clarify their job role and responsibilities 

4.0 Definitions 

 SMARTIE Specific, Measurable, Achievable, Realistic, Timed, Implemented and Evaluated 

http://www.acas.org.uk/media/pdf/s/b/B07_1.pdf
http://www.acas.org.uk/index.aspx?articleid=2927
http://m.acas.org.uk/media/pdf/t/q/Help_for_small_firms__How_to_get_the_best_out_of_your_staff.pdf
http://m.acas.org.uk/media/pdf/t/q/Help_for_small_firms__How_to_get_the_best_out_of_your_staff.pdf
https://www.rcn.org.uk/get-help/rcn-advice/appraisals-and-performance-reviews-a-checklist-to-help-you-prepare
https://www.rcn.org.uk/get-help/rcn-advice/appraisals-and-performance-reviews-a-checklist-to-help-you-prepare
https://www.nmc.org.uk/code
https://www.communitycare.co.uk/2018/05/15/tools-help-students-reflective-practice-using-theory/
https://www.communitycare.co.uk/2018/05/15/tools-help-students-reflective-practice-using-theory/


APPRAISE Member of staff being appraised 

APPRAISER 
Manager, usually immediate Line Manager, responsible for undertaking the 
appraisal. 

 

5.0 The Appraisal process 

 

The following sets out the appraisal process for all staff: 

5.1 Every employee will receive at least one formal appraisal meeting every 12 months. 

5.2 

Specific objectives should be reviewed formally at the annual appraisal meeting, so that this may 
be done in a fair and accurate manner all objectives must meet the SMARTIE criteria. However, it 
should be recognised that the company as a whole, is constantly evolving and all objectives 

should be continuously reviewed to ensure they are both appropriate and effective. 

5.3 
Employees must be given at least two weeks notice of their appraisal meeting and at least one 
hour should be allocated.  This should be arranged at a date and time mutually convenient to both 
the appraisee and appraiser. 

5.4 
The Appraisee will be given a confirmation letter of their appraisal meeting, together with a pre-

appraisal self-assessment part of the form. The Appraisee must complete this prior to their 
appraisal and return it to the Appraiser 5 working days prior to the appraisal meeting. 

5.5 
Individual work objectives determined at the appraisal meeting must then be documented and 

signed by both the member of staff and their appraiser 

5.6 
The Personal Development Plan Part must also be completed at the end of the appraisal meeting 
and, again, this should be signed by both the Appraisee and Appraiser. 

6.0 The Appraisal Meeting 

 

6.1 
Unless this is the first appraisal, at the meeting the Appraiser and Appraisee will review and 

discuss results and achievements against previously agreed objectives.  

6.2 Discussion should then follow on less successful areas and any difficulties. 

6.3 
The Appraiser will then invite, and may offer, suggestions to help the Appraisee to achieve any 
previously agreed objectives if still deemed appropriate. 

6.4 The Appraise should be encouraged to give feedback on any problems or challenges. 

6.5 Personal objectives that feed into the service objectives should then be agreed. 

6.6 

Education, training, supervision and development needs should be identified to support the 

Appraise so that they can meet the agreed objectives. This should be recorded and state very 
clearly and specifically what the individual needs to know, or be able to do, in terms of their 
development. 

7.0 Following the Appraisal Meeting 

 

7.1 

If the Appraisee is unhappy with their appraisal meeting and agreed objectives and development 
plan or feels the appraisal paperwork does not accurately reflect the discussions which took 
place, they have the right to request an informal review with both the Appraiser and the 

Appraiser’s Manager.  

7.2 
If the Appraisee can request an informal review, this must take place within 3 calendar weeks of 
the appraisal. 

8.0 Training Statement 

 

All staff, during induction are made aware of the organisations policies and procedures, all of which are 
used for training updates. All policies and procedures are reviewed and amended where necessary and 

staff are made aware of any changes via e-mail and on our website at 
www.bendigonursinghome.co.uk/resources. Direct observations and spot checks are undertaken to 
check skills and competencies. Various methods of training are used including one to one, on-line, staff 

meetings, individual supervisions and external courses are sourced as required. 

9.0 Audit 

 
The Manager will be responsible for implementing clearly documented systems for monitoring and 
audit of staff appraisal implementation. 

 

http://www.bendigonursinghome.co.uk/resources

