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EXECUTIVE SUMMARY:
This policy provides managers and staff with guidance on the how to effectively carry out
and participate in the Appraisal process, to ultimately enable staff to be successful in
their role and contribute to the delivery of a high quality, efficient, effective and safe
service.

If you require this document in another format such as large print,
audio or other community language please contact the Corporate
Governance Team on: 0300 304 1195 or email:
policies@sussexpartnership.nhs.uk
Did you print this document yourself?
Please be advised that the Trust discourages the printing and retention of hard copies of
policies and can guarantee that the policy on the Trust website is the most up-to-date
version.
As a contingency a full set of up-to-date Trust policies are held by the Corporate
Governance Team based at Trust HQ, Swandean
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1.0

Introduction

In order to deliver a high quality service to our services users and carers, Sussex
Partnership NHS Foundation Trust recognises the importance of having skilled,
competent and engaged staff.
Appraisal is a key part of this, and when done well, can have a significant impact on staff
motivation and the quality of care delivered.
The Trust is therefore committed to ensuring that all staff receives a high quality annual
appraisal.
This is achieved through an appraisal discussion between the appraiser and the
appraisee to:


Review an individual’s performance, and any development undertaken.



Set objectives, that support Trust and the Trust objectives, for the next 12 months.



Explore an individual’s career aspirations.



Identify meaningful development needs to support improved performance, the
achievement of objectives and succession planning.



Provide an essential element of the pay award criteria (see section 6)

1.0 Scope
1.1 Appraisal is a mandatory requirement for all staff under the agenda for change
terms and conditions. This Policy applies to staff (excl. medical staff) working at
all levels within the Trust.
1.2 Nurses and AHPs: the Trust appraisal process will support professional
revalidation requirements.
1.3 New starters: New starters will have the appraisal principles and processes
explained to them at local induction by their line manager. This is important to
ensure that all new starters are clear about what is expected of them. An initial
appraisal will take place with all new starters within 3 months of starting in post,
to measure initial performance in the role, set objectives, and identify areas of
development.

2.0 Terminology
2.1 Appraisal: A meeting between an individual and their manager to review the
individual’s performance, to set work related objectives, and to identify
meaningful development needs.
 The appraisal is an essential link in the complete cycle of supervision and
should enhance the regular supervision activity.
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Appraisal is a twelve (12) monthly cycle and should include a minimum six
(6) month review to discuss progress on objectives.
The process of appraisal begins on appointment of the staff member and
within 3 months of starting then continues throughout their employment with
the Trust.

2.2 Appraisee: Individual taking part in their appraisal and being appraised.
2.3 Appraiser: The line manager (or designated deputy) who undertakes the
appraisal of another member of staff.

3.0 Roles and responsibilities
3.1 The Trust: The Trust has overall responsibility to:
 Ensure that all staff to receive a high quality annual appraisal.
 Receive regular performance updates on appraisal figures for the Trust.
 Receive and monitor, by exception, any areas of concern with regard to
appraisal.
 Ensure that appraisals contribute to positive staff engagement and career
development
3.2 Appraisers: It is an appraiser’s specific responsibility to:
 Undertake an annual appraisal with all employees within their area of
managerial responsibility, starting in April and around the 12month
anniversary of the previous appraisal.
 Ensure all employees within their area of responsibility understand the
appraisal process, its purpose, value, and their role within it.
 Meet with new starters to explain the appraisal process and performance
standards, as part of their induction, and to undertake an initial appraisal
with new starters within the first three months of employment.
 Prepare for the employee’s appraisal in advance, ensuring that the
appraisal is high quality and comprises a two-way discussion.
 Ensure appraisee’s have time to complete paperwork in advance regarding
the date of the set appraisal.
 Ensure that any relevant Trust objectives/visions are provided to inform the
appraisee when preparing for the appraisal. (See Trust’s Operating Plan for
details)
 Ensure the appraisal documentation (appendix 1) is completed, copied for
the appraisee, signed and stored securely, either electronically or as paper
on a local personal file.
 Confirm that the employee’s appraisal has taken place by recording this on
the central learning management system (MyLearning) within 1 week of the
appraisal.
 Continue to monitor and review the appraisee’s performance through
regular supervision sessions and a six-month review.
 Continue to monitor and review the appraisee’s training and development
needs throughout the year, conducting a six-month review as a minimum.
This includes ensuring the appraisee is up to date with mandatory/specialist
training. Failure to do so may affect the pay progression of the
Appraiser/Manager.
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Ensure a consistency of approach to appraisal for all their employees, to
ensure a fair and equitable process.
Give the appraisal process the time, attention and importance it requires to
be a key part of the Trust’s performance management processes
Ensure their team understand the significance of actively contributing to this
process.
The appraiser may not qualify for pay progression if they have not carried
out supervision and appraisals for their direct reports or ensured the team
maintain training compliance.

3.3 Appraisee: It is the member of staff’s responsibility to:
 Prepare for their own appraisal by considering:
o How the last year has gone, reflection on the previous appraisal
o What their objectives for the next year might be and how they make
a direct contribution to the Trust achieving its overall goals.
o What training and development they have completed, including
mandatory/statutory training
o Whether their conduct mirrors and supports the values of the Trust
o Their career aspirations
o The development needs they may have.
 Fully participate and contribute to the annual appraisal meeting, and any
subsequent meetings to review progress.
 Monitor their own progress throughout the year, against agreed work
related objectives and development needs identified within the appraisal
 Monitor their compliance with mandatory/statutory training. Failure to
maintain compliance will impact on performance and possible pay
progression.
 Take personal responsibility for self-development, to support their own job
performance, personal/professional development and to meet the
requirements set out in the pay progression guidelines.
 The Appraisee has the right to appeal if not satisfied with the process or
outcome.
3.4 Director of Human Resources and Organisational Development
 The Director of HR and OD has principal responsibility for:
o The implementation of this policy.
o The allocation of resources to support the implementation of this
policy.
o Bringing any serious concerns regarding the implementation of this
policy to the attention of the Executive Management Committee.
3.5 Human Resources and Education & Training team
 Develop and review appraisal policies, processes and paperwork, in
consultation with the wider organisation and staff side
 Undertake audits of completed appraisals at least annually, to ensure the
quality of appraisals, and to review the effectiveness of the appraisal
process.
 Provide advice and support to appraisers and appraisees with regard to the
appraisal process and identified development needs, where appropriate.
 To support staff with the right to appeal if not satisfied with the process of
outcome.
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Make appraisal skills training available for appraisers across the Trust

3.6 Trade Unions
 Trade Union representatives, otherwise known as workplace
representatives or as stewards, are elected representatives whose role
includes representing members both individually and collectively. All
stewards have basic training in representation and access to regular
training courses. They can gain support, advice and information from their
branch, paid union officials via their regional offices and their union’s online
resources.

4.0

Policy purpose and objectives

4.1

The purpose of this policy is to outline the key principles and the Trust’s
approach and documentation for employee appraisals.

4.2

Objectives











5.0

Ensure that all Agenda for Change staff have a high quality annual
appraisal.
Describe how the Trust will implement appraisals.
Provide a simple framework around which appraisal discussions can be
structured.
Ensure that individual’s performance is actively reviewed.
Ensure that all staff have clear, relevant and measurable work related
objectives, which support delivery of a high quality service.
Ensure reasonable adjustments are made available to all new starters if
and when required.
Enable meaningful development needs to be identified and planned.
Ensure staff have completed their mandatory and statutory training.
Support career development, professional development and succession
planning, as appropriate.
Support the requirements set out in the pay progression guidelines.

General principles






Every employee will receive a high quality annual appraisal. All appraisals
should take place within 3 months of the employee starting at the Trust and
within the 12-month anniversary to align with and incorporate the
organisations objectives. Each individual contributes to the Trust achieving
its strategic goals, and the appraisal should enable staff to see how these
contributions make a difference, no matter how small.
For new starters, initial objectives and targets should be set within 3 months
of starting. These could be around getting to know the organisation; setting
out the vision, values and behaviours of the Trust; getting MAST training up
to date; attending the Trust induction; completing the local induction.
Eligible employees will receive an annual pay increment, where appropriate
criteria have been met (see Pay Award guidelines).
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6.0

The appraisal discussion will focus on ensuring that a meaningful dialogue
takes place between the appraiser and the appraisee. Each Appraisal will
comprise of four main elements:
o Reviewing the individual’s performance and any development
undertaken
in
the
previous
12
months,
including
mandatory/statutory training (for new starters, this should be an
initial objective setting discussion). Consideration should also be in
o Setting work related objectives for the next 12 months
o Exploration of the individual’s career aspirations
o Identifying meaningful development needs for the next 12 months
The Trust Appraisal Form will be completed for all appraisals.
To update appraisal reports, the manager or nominated person will record
the completed appraisal in the central learning management system
(MyLearning) within 1 week of the appraisal taking place.
Each appraiser should appraise a maximum of 12 staff. Where an
appraiser is likely to exceed this number of appraisals, there may be an
issue regarding capacity to undertake quality appraisals and therefore this
should be resolved between the appraiser and the line manager. This may
involve having an agreed lead within the team to support an appraiser in
completing appraisals in such circumstances.
Where staff are absent from work (i.e. for reasons of extended
sickness/maternity/paternity/adoption leave) an appraisal must still be held
once they return to work (no longer than one month after they have
returned).

Incremental pay progression and appraisals
In accordance with the NHS ‘Agenda for Change’ terms and conditions handbook
(amendments on 31st March 2013) and the Trust’s Pay Award Guidance:








Incremental pay progression for all pay points, within each pay band, will be
conditional upon individuals demonstrating that they have the requisite
knowledge and skills/competencies for their role and that they have
demonstrated the required level of performance and delivery during the
appraisal review period.
Provided the appropriate level of performance and delivery has been
achieved during the appraisal review period, individuals will progress
through the pay steps on an annual basis and until the maximum point on
the band has been reached. For pay bands 1 to 7, 8a, and 8b this will apply
to all the pay points in each pay band. For pay bands 8c, 8d and 9 this will
apply for the first 4 pay points in the band.
Annually earned increments – pay bands 8c, 8d and 9: pay progression
beyond the first four pay points in bands 8c, 8d and 9 will be dependent
upon achievement of locally determined levels of performance as set out in
the appraisal objectives. Staff will progress through the last two pay points
in these pay bands only when they are assessed as having met the
required level of performances.
Annual increments will be dependent on a current appraisal in place and all
MAST (mandatory/statutory) training is up to date.
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For further information, see the Trust’s Incremental Pay Progression Guidelines OR
follow the instructions on the Agenda for Change Pay Progression Calculator Tool
https://www.nhsemployers.org/paytool

8

7.0

Appraisal process
Line Manager prepares
for appraisal season

Schedule within 3
months of joining,
explain process at local
induction

Is the staff member
new to the team?

Discuss the
approaching appraisal
season during regular
supervision

Book a mutually
convenient date, time
and room

Has all the criteria been
met to qualify for
incremental pay
progression? (See guidance)

A minimum 6 monthly
review and integral
part of the supervision
cycle

Appraiser and appraisee to
have protected time to
complete paperwork
(between 1-2 hrs)

Two-way appraisal
discussion takes place,
paperwork completed and
recorded into MyLearning
within 1 week of meeting
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8.0

Appraisal training and resources
Appraisal training for appraisers – is provided by the Trust and should be
attended by the following members of staff:



Managers who are new to the appraisal process
Staff with the responsibility for appraising others

Appraisal training for appraisees – is provided by appraisers/managers or
accessed directly by the appraisee.
 All appraisal paperwork, support and guidance for preparing for an
appraisal are available on the Trust’s intranet pages
 The Employee Assistance Programme (EAP) is a useful support
mechanism for managers and staff for appraisals as well as a resource to
support resolution. Health Assured 0800 783 2808
External resources
The following websites contain useful practical advice on appraisals:


www.acas.org.uk Advisory, Conciliation and Arbitration Service (ACAS) aim

to improve organisations and working life through better employment
relations.


www.nhsemployers.org.uk NHS Employers keep employers/managers up to

date with the latest workforce thinking and expert opinion, provide practical
advice and information, and generate opportunities to network and share
knowledge and best practice.

9.0

Monitoring
Managers will be required to monitor that the appraisals are happening within their
wider team and follow up areas of concern to ensure appraisals are completed for
all staff groups. This will be monitored in the following ways:


Appraisals will be recorded in the Trust’s learning management system
(MyLearning) and reported through the monthly Performance Reports to
provide assurance to the Service Directors, Executive Team and Board that
appraisals are being carried out.



Audits and surveys may be undertaken to ensure compliance with the
Policy and to demonstrate the quality of the appraisal and its process.



The annual NHS Staff Survey provides data which indicates the uptake and
quality of appraisal for those staff that choose to participate in the survey.

10.0 Policy Review
The policy and processes contained within these documents will be in place for three
years, following approval of a review and amendments. An earlier review can take place
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should exceptional circumstances arise resulting from this policy; in whole or in part,
being insufficient for the purpose and/or if there are legislative changes.

11.0 Associated documents

11.1

Pay Award Guidelines

11.2

Mandatory Training and Induction Policy

11.3

Supervision Policy and Guidelines
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Appraisal 20XX
Name:
Job Title:
Appraiser:
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APPRAISAL FORM
Please ensure each section of this form is completed (where applicable)

Appraisee (name)

Date of appraisal

Appraiser (name)

6 month review
date:

New starter?

Yes

No

If yes, set appraisal date within 3 months of start date.

1. Achievements/Strengths
Review previous objectives - What has been achieved over the last 12 months? Any key strengths?
How has the appraisee demonstrated the Trust values and behaviours positively in action? Have last
year’s objectives been achieved? This is important and is linked to pay progression
Key Achievements:

Key strengths & demonstration of Trust values & behaviours:

Review of last year’s objectives:

2. Barriers to Achievements/Things that have been challenging
What has stopped the appraisee achieving (e.g. knowledge, organisational, departmental objectives
changing, or resources?) This may include both personal and professional issues. Are there areas of
further development around the Trust vales and behaviours?
Barriers to Achievements/Things that have been challenging:

Areas for Development:
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3. Training/Development undertaken & evaluation
What development has been undertaken during the previous year? How has this added value to the
service and supported individual/service/organisational objectives? Review the appraisee’s
mandatory/statutory compliance – this is linked to pay progression.
3.1 Confirm that mandatory/specialist training requirements are reviewed and
YES
monitored during regular supervision
3.2 Provide evidence that the appraisee is fully compliant with their
YES
mandatory/specialist training? If NOT, please complete 3.3
3.3 If the appraisee is non-compliant with mandatory/specialist training, are the reasons
YES
justifiable? If the reasons are not justifiable pay progression may be affected
Justification for compliance not being attained:

NO
NO
NO

4. Career Aspirations

What are the appraisee’s career aspirations over the next 12 months, longer term? Are they realistic in light
of potential/skills etc? Are they relevant to the role/service? What are the opportunities within the
team/wider service for promotion, role enrichments/sideways moves etc. within next 12 months/longer
term? Is there a fit between aspirations and available opportunities within immediate team/wider service?

5. Future training & development needs and individual objectives

Remember to consider all types of development opportunities – e.g. shadowing, leading on a particular
project etc. Consider mandatory/specialist requirements, development needs to address challenges faced,
support achievements of objectives, as well as wider career development/succession planning.
Development needs should be realistic in terms of funding available, relevance to role and meet the needs
of the team and Trust objectives. Consider whether the Trust’s apprenticeship levy could be utilised
to support the appraisee in gaining a qualification. For further information contact the
Apprenticeship team.

6. Health & well-being
Explore with the appraisee their current health & well-being and whether they are aware of the
interventions and support available across the Trust to support them.
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7. Revalidation, Professional Body’s registration requirements and HCPC
requirements – where appropriate to role
Check with appraisee that they are making appropriate progress in terms of meeting the requirements for
revalidation/their professional bodies registration requirements etc. Summarise progress below. Refer the
appraisee to the appropriate guidelines for further information. Failure to maintain relevant requirements
may affect an individual’s post.

Yes

8. Disclosure & Barring Service (DBS)

No

If you require a DBS for your role – Has anything changed in the last 12 months?
If YES, manager to contact HR to advise

9. Appraiser Performance
This section to be completed by the Appraisee: Has your Appraiser supported you well these last 12
months? Have you been made to feel that you add value to the team. Do you feel appreciated?

10. Overall comments by Appraiser

11. Overall comments by Appraisee

Appraisee signature

Date

Appraiser signature

Date

Remember to record the completion of this appraisal into MyLearning, and no
longer that 1 week from the meeting date.
Next steps… Book the 6-month review meeting
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