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Nursing Performance Appraisal & Development Plan (NPA&DP)

COVER SHEETNOTE FOR MANAGERS: for audit purposes, this cover sheet must be completed IN FULL. Once complete, please attach the Performance Appraisal documentation, 
enter the Key Dates in Yourself Manager View and send the paperwork to Human Resources for filing on the employee’s personal file.



	[bookmark: _GoBack]Employee’s Name:       
	Position:                                                                                     
	       Emp No:      

	Team/ Department/ Service:      

	

	Manager’s Name:       
Note: e.g. Charge Nurse. 
	Professional Nursing Lead Name:       
Note: if required or applicable.


	Please discuss with the Nurse Director for your area if clarity on who should be attending your NPA&DP meeting is required.

	

	KEY DATES                                                                                                            Date:                          
	

	A
	Appraisal Due Date:
Note: This is the date in the employee’s Appraisal screen in Yourself, and should be 12 months from either the employee’s start date in this position, or 12 months from the date the Appraisal was last due.
	     
	
Manager’s Use Only:




Key Dates entered in Yourself?         YES  




Entered by:___________________ Date:_____________

	B
	Date this Appraisal is Completed: 
Note: This is the date the appraisal was completed, i.e. meeting/s held and documentation complete.  This must be a past date; it cannot be future dated. 
	     

	

	C
	Date the Objectives (as per the Development Plan) are set:
Note: This is the date the performance objectives were set and the education plan agreed.  This can be the same date the Appraisal is completed (see B above), or a date shortly after the Appraisal meeting (if further consideration needs to be given to identifying goals and objectives).
	     

	

	D
	Date the next Appraisal is Due:
Note: To keep Appraisals aligned to yearly reviews as per MDHB policy, this is 12 months from the date the Appraisal was due (see date in A); not 12 months from when the Appraisal was completed.
	     
	



APPRAISAL PROCESS – for managers: 

	When the appraisal process has been completed and these forms have been signed off, a copy is to be given to the person being appraised. 

DONE 
	Complete an “Education & Development Plan – Registration Form” (MDHB-1126) to register for any courses agreed as part of the Development Plan, and send to the Education Centre.

DONE   N/A 
	Enter the Key Dates (as above) in the Employee’s Appraisal screen in Yourself (Manager access only).  Tick and sign the section above indicating this has been done, and then send the Cover Sheet and ALL Performance Appraisal documentation to HR for filing.               DONE                               






This form is for all Registered Nurses (including Senior Nurses) and Enrolled Nurses. It is completed annually, and comprises:  

OVERVIEW: This form is completed annually, and comprises:
· Cover Sheet (the generic MDHB cover sheet) – to be attached to the NPA&DP and completed by the Manager. The Key Dates need to be added by the manager after the meeting and entered into Yourself.
· Section 1: Self Assessment - Reflection on the last 12 months – completed by the Employee prior to the appraisal meeting and provided to the Manager at least two weeks prior to the meeting so that their comments can be prepared.
· Section 2: Performance Development - Looking ahead to the coming 12 months – completed by the Employee prior to the appraisal meeting and provided to the Manager at least two weeks prior to the meeting so that their comments can be prepared.
· Section 3: Overall Summary/ Final Comments – completed by the Employee and the Manager during/after the appraisal meeting.  
· Section 4: Development Plan – completed by the Employee and their Manager at the appraisal meeting (or shortly afterwards, depending on whether further consideration needs to be given to identifying goals and objectives).


KEY INFORMATION:
1. It is the expectation of the organisation that each employee will participate in an annual performance appraisal as per MDHB-1900.  For nursing, the appraisal is through the Nursing Performance Appraisal and Development Planning (NPA&DP) process.  
2. The annual appraisal is the minimum requirement for the NPA&DP process – it is expected that underpinning the process there will be ongoing support, coaching and feedback from the manager.  The development plan should also be a dynamic, “living” document that is referred to, further refined and developed throughout the year.
3. The NPA&DP process acknowledges and enhances the skills and knowledge of the individual nurse and the quality of service to patients/ clients accessing services and therefore contributes to the organisation’s overall goals. 
4. The NPA&DP experience should be positive and one of “no surprises”.  The NPA&DP meeting is not the place to address practice or performance concerns that have not been addressed previously.  Meetings of this nature should be occurring as the issues arise and held between the appropriate manager and the nurse.  The NPA&DP meeting is however an opportunity for performance standards to be discussed and documented in the plan for the coming period.
5. To assist with the NPA&DP process, the nursing leadership for each clinical area will have available to all nursing staff the following: 
· Specific goals/targets for the clinical area 
· Quality Improvement Initiatives and Service Development Projects (ward/team/service/line)
· Required training/education for nurses in that particular clinical setting
6. New employees to the organisation or ward/department commence the NPA&DP process at Section 4 (in conjunction with an orientation/ familiarisation programme).  Existing employees start at Section 1.  

Section 1: SELF ASSESSMENT – Reflection on the last 12 months (to be completed by the Employee)

1.1 Do you believe that, if you were audited by the Nursing Council of New Zealand (NCNZ), you would be able to show that you meet the requirements to renew your APC?  

· Clinical Practice Hours										|_| Yes    |_| No		
· Professional Development Hours									|_| Yes    |_| No	
· Meet all NCNZ competencies									|_| Yes    |_| No	
· For those with a PDRP are you maintaining the requirements for that level?				|_| Yes    |_| No    |_| N/A

If you have answered “no” to any of the above, please provide details of your plan to remedy this: 
	     





1.2 Please provide examples (specific to each domain or one example which links to all four domains) of how you currently meet the four domains of the NCNZ competencies in your day to day practice: 
	Domain 1: 
Professional Responsibility 
	     


	Domain 2:
Management of Nursing Care
	     


	Domain 3:
Interpersonal Relationships
	     


	Domain 4:
Interprofessional Health Care and Quality Improvement
	     





1.3 What are the key responsibilities of your position and how did you meet these? (focus on key requirements relevant to your clinical area))  
	Key Responsibility: 

	Examples of how the responsibility was met: (Employee to complete)
	Manager’s Comment:

	1.      

	     
	     

	2.      

	     
	     

	3.      

	     
	     

	4.      

	     
	     



1.4 What contribution did you make to the culture of the organisation and workplace? Refer to MidCentral DHB’s “Shared Approach to Work Principles”:
To be happy and proud in our work we will:
· Care for and support each other to have a safe work environment
· Treat each other with trust and respect, recognising cultural and other differences
· Communicate openly, honestly and act with integrity
· Enable professional and organisational standards to be met
· Support each other to achieve, and acknowledge contributions and successes

	Area:

	Examples of contribution: 
(Employee to complete)
	Manager’s Comment:

	1. Communication
(Listens with a preparedness to understand, is confident and appropriately assertive in dealing with others, deals effectively with conflict).
	     
	     

	2. Teamwork
(Is a co-operative team member, contributes to team goals and meetings, Participates in quality processes).
	     
	     

	3. Work Approach and Attitude
(Punctual, prioritises workload effectively, copes with work pressure, able to function in a professional manner with all parties)
	     
	     



1.5 What progress did you make against your last Development Plan? (enter details on current Development Plan)
	     





1.6 What were the highlights (e.g. significant achievements/things that went well) for you over the past 12 months?
	     





1.7 What didn’t go so well and why?
	     






Section 2: PERFORMANCE DEVELOPMENT – Looking ahead to the coming 12 months (to be completed by the Employee)

2.1 What are your medium term/long term career aspirations? (This can be small goals) 
	     






2.2 What ward/team/service or line quality improvement initiatives or service development projects would you like to become involved in and what role would you like to play? 
	     





 
2.3	What required (mandatory) ward or service training/education activity do you need to complete?
	     






2.3 What training/education/development activity do you think you need to do to enable you to do your job better and assist the ward/service achieve its targets/goals?
	     







2.4 What training/education/development activity would you like to undertake to further your own professional development and how does this fit with your career aspirations (as above)?
	     








Section 3: OVERALL SUMMARY/ FINAL COMMENTS (to be completed during/after the appraisal meeting – reflecting on the feedback and discussion.)

Employee Comments:
	     













Manager Comments: (In addition to commenting on the Employee’s performance and organisation and workplace contribution in 1.3 and 1.4 above, the Manager is to add their overall summary/final comments on the Employee’s performance over the last 12 month period).  
	     













Employee: ___________________________________		Prof Nursing Lead: _______________________________________
		(Signed)		    (Date)		(If required/applicable)	      (Signed)			(Date)

Manager: _______________________________________
		(Signed)		    (Date)



Section 4: DEVELOPMENT PLAN (link to above requirements/aspirations)
NB: New employees to the organisation or ward/ department start here at Section 4 (in conjunction with an orientation/ familiarisation programme).  Key objectives and a development plan should be agreed with the new employee within three months of their commencement.  Progress against the identified activities should be reviewed at the 12 month mark (starting at Section 1), at which time a plan for the coming 12 months will also need to be agreed.  The new employee will then come under the 12 monthly appraisal cycle.

	What is the activity you need or would like to undertake?
	From Section 2, what sub-section does this relate to? 
	How will you do it? E.g. in-service course 
	By when?
	Summarise what progress you have made (see question 1.5) or enter the date achieved

	     
	     




	     
	     
	     

	     
	     




	     
	     
	     

	     
	     




	     
	     
	     

	     
	     




	     
	     
	     



Employee: ___________________________________		Prof Nursing Lead: _______________________________________
		(Signed)		    (Date)		(If required/applicable)	      (Signed)			(Date)

Manager: _______________________________________
		(Signed)		    (Date)

Note: Any external courses and associated cost are subject to normal application and approval processes (i.e. sign off for this plan indicates support for, but does not constitute approval to attend any external courses and associate costs).
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