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Introduction

The Appraisal Scheme is intended to be responsive to the Practice's business and staff development requirements. 

The Scheme meets a number of needs, among which are:

· To enhance the understanding of the objectives of the Practice and the requirements of the job in question;

· To form part of the communications process between a member of staff and their Line Manager / Practice Manager;

· To update staff on their current performance;

· To identify any training/development needs.

These guidance notes are intended to be of assistance to both appraiser and appraisee in how appraisals are conducted, thereby contributing to the achievement of the above aims.

The Appraisal Procedure for Non-Health Professional Staff

The sequence of events in between annual appraisals may be summarised as follows:

Throughout the Year:

It is advisable for both the appraiser and appraisee to make notes on the tasks and objectives set for the appraisee and the corresponding level of achievements. 

This should supplement the ongoing process of management informing staff of their progress as part of the normal working relationship.

At the Year End:

The appraiser ensures all sections of the Performance Appraisal Form are relevant to the appraisee and provides the appraisee with a copy of Part A of the Form for self-completion. 

The appraisee is advised of the date for the completed form to be returned to the appraiser (a period of at least 10 working days will be given for its completion and return) and a mutually convenient date and time for the appraisal meeting is agreed.

The appraiser refers to any notes kept throughout the year and undertakes their own provisional assessment, using Part B of the Performance Appraisal Form giving measured and considered views of the appraisee's performance in respect of the appraisee’s preceding year's work.

The Practice Appraisal Form Template for all Administration staff is to be found in Appendix A.

The Practice Appraisal Form Template for all Management staff is to be found in Appendix B.

The appraisal meeting comprises discussion and agreement on:

· The contents of the two assessments;

· Future actions;

· Training needs;

· Career development;

· Improvement targets;

· Completion of specific tasks; and

· Objectives to be achieved during the next 12 months.

The appraiser summarises the appraisal and both parties sign and date the Performance Appraisal Form.

3 copies of the completed form are produced and distributed to:

· The appraisee;

· Their Personnel File;

· The Practice Manager.

The Practice Manager will review the contents of the form, along with the doctors (where applicable).

The Appraisal Procedure for Health Professionals

Health Professionals require registration with an appropriate body in order to practise and have to undergo periodic re-licensing (GP’s – every 5 years and Nurses every 3 years) to maintain their licence to practise (refer to the separate document “Continuing Professional Development (CPD) Policy” for full details of this activity).

An integral element of their re-licensing activity is to demonstrate they have undertaken a minimum amount of Continuing Professional Development (CPD):
·
For GPs, this requirement is a minimum of 250 learning credits in the 5 years prior to re-licensing, with a minimum of 50 credits in each of the five years. 
·
Nurses have to meet the PREP standards set by the Nursing and Midwifery Council (NMC) by:

· Undertaking at least 35 hours of learning activity relevant to their practice every 3 years; and

· Completing 450 hours of registered practice activity in the previous 3 years.

As a result of these mandatory re-registration requirements, the appraisal procedure for Health Professionals uses a different Appraisal Form – its template is to be found in Appendix C.

The Health Professional is advised of the date for the completed Sections 1 & 2 of the form to be returned to the appraiser (a period of at least 10 working days will be given for its completion and return) and a mutually convenient date and time for the appraisal meeting is agreed.

The Health Professional is also advised that they need to bring their last year’s appraisal, their current Personal Development Portfolio and their PREP portfolio to the appraisal meeting.

The appraiser refers to any notes kept throughout the year and uses Sections 1 & 2 of the form to undertake their own provisional assessment of the Health Professional’s performance in respect of their preceding year's work.

Incorporating 360 Degree Feedback into the appraisal for Nurses

Background
360 degree feedback has been proven to be an effective tool in providing constructive, positive and valuable feedback from an employee’s peers and co-workers. This is particularly effective, as feedback is given from colleagues who work with that individual on a daily basis; people who will have the greatest insight into the employee’s strengths and areas where improvement could be made, or where a different approach would be more appropriate.
By discussing the content of feedback from colleagues with the employee during their appraisal, the employee can receive an objective view of their professional activities, then use what has been discussed to learn and improve aspects of their role in the future.

Implementing 360 Degree Feedback
7 – 10 days before the Nurse’s appraisal, a completed letter and Form (in Appendix D) will be given to a minimum of 6 randomly selected colleagues within the nursing team, GP’s and non-clinical staff. 

Each person will fill in the form anonymously and return it to the Practice Manager who will collate the comments which he/she, along with one partner, will feedback to the nurse concerned during their appraisal.

The appraisal meeting comprises discussion and agreement on:

· The contents of the two assessments;

· The 360 Degree Feedback;

· Performance Objectives / Action Plan;

· Training & Development Plan.

Any other relevant points and pertinent comments are entered on the form and both parties sign and date it.

3 copies of the completed form are produced and distributed to:

· The Health Professional;

· Their Personnel File;

With the Health Professional’s permission, the Practice Manager and Partners will review the form which provides the basis for the Practice to support their development needs during the next 12 months.

Frequency of Appraisals

In order to accurately gauge the progress of newly appointed employees, 3 Performance Reviews will be undertaken during their first six months of service – One Month, Three Months and Six Months (refer to the separate document “New Staff Performance Review Policy & Supporting Templates” for full details of this activity).

After this time, appraisals will be conducted on an annual basis.

Persons Authorised to Conduct Appraisals

Any person authorised to conduct performance appraisals must be in a position to personally monitor the appraisee's performance over the period in question and have access to any necessary information from any department within the Practice with whom the appraisee has been in contact.

The Right of Appeal

In the event that an appraisee wishes to dispute any point made in the completed performance appraisal, he or she must first inform the appraiser of the grounds on which the complaint is being made.

If an irreconcilable difference of opinions still exists, the appraisee must put this in writing and submit it to the Practice Manager who will arrange for it to be discussed at a Practice meeting attended by the Partners, Practice Manager and their Line Manager (as appropriate).

Disciplinary Situations

It is Practice Policy that an appraisal will NEVER be used as part of a disciplinary process.

If unsatisfactory performance has been previously identified, this should already have been broached at a separate disciplinary meeting.
	Employee name and title
	
	Evaluation for the period:
	01.01.2014-31.12.2014

	
	
	Department:
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