[image: image5.png]» Jobholder and manager set date for appraisal meeting.
* Prepare for appraisal meeting (minimum 10 days’ notice).

Appraisal meetings held and forms agreed, signed.

Sections 1 to 7 retained and the appraisal date entered on MS form by 31
October.

P&C Business Partner to undertake Directorate appraisal audits
Issue from audits addressed by P&C Business Partner at directorate DMT

Interim / Mid Year Reviews held by 31 December

Section 8 retained locally and each party to hold signed copy
* No requirement for P&C to be informed of date completed
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13 April 2021
Re: Trust Appraisal
Dear Colleague, 

Last year was arguably the hardest year for us all. We have all had to learn and adapt to new ways of working and living. 

Loyal and dedicated employees like you and those you manage are the foundation to the service we continue to deliver. We know that many objectives set last year may not have been achieved and or changed in a bid to provide the highest level of care for our services users and carers. 
I want to thank you for your continued contributions. 
We are fast approaching the upcoming 2021 appraisal cycle and this year, the Trust has agreed to move the appraisal cycle from 1st April to 1st May, with a deadline date of 31st October. 
Learning and Development will be delivering a series of appraisal briefings and training to refresh you on the process. (Dates will be advertised on the intranet and the monthly Learning and Development Sway Bulletin – so please keep an eye out).     

Below is the new appraisal timeline, this timeline will help you to start scheduling appraisal meetings. 
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Continuous Improvement

As part of our culture and commitment towards improving services and processes, the appraisal form will be available from w/c 12th April 2021. To help you navigate through the process, you are encouraged to read the appraisal guidance notes which can be found on the appraisal page on the intranet.  

Reminder of the process
· Set Mandatory Objective for managers 
Developing our workforce is vital to the Trust achieving the ‘Big Strategy’, launched in April of 2018. All staff, particularly managers play an integral role in making this happen. Therefore, all staff with line management responsibility will have the below mandatory objectives:

To take action to embed and contribute to the Trust Strategy
· Career Aspiration

This section is an opportunity to have a conversation on Career Aspirations. This is the section where managers should be having a ‘talent conversation’ with their staff, by finding out what motivates them and where they see themselves in the future.  

It should also cover whether there are any skills or experience that are not being fully utilised and/or any barriers to their development.  The manager and employee should agree outcomes and document these, either in this section or within the personal development plan (PDP) section as appropriate.  

· Upward Feedback 

The aim of this section is to create an environment to encourage feedback and build and maintain collaborative relationships in line with the Trust Strategy and values.  This section asks staff to consider their working relationship with their line manager, their respective leadership styles and how these impact on performance. Staff are encouraged to provide upward feedback to their line manager. 

Staff will be asked to structure this feedback by responding to the following questions: What would you like your manager to:
· Continue doing
· Do differently
· Start doing

This should prompt an open discussion during the appraisal meeting and assist in improving management relationship.  

Before starting an appraisal meeting, we would recommend you read the appraisal guidance notes, and look at other useful information available on the appraisal page on the intranet, as well as attend an appraisal training or briefing. 
To obtain and print last years’ objectives carried out using the form on the intrant please follow the below steps:
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Steps to take: o ot
* Go to your form in your browser -
¢ Click [CTRL+ P] ANNUAL APPRAISAL / PERFORMANCE AND et

DEVELOPMENT REVIEW (PDR)

* Aprint box will open
* Set the following options:

* Destination — select ‘Save as PDF’
Please ensure all appraisals for eligible

. Layout - try both ’Landscape’ and staff are completed by the 30 June.
‘Portrait’ to see which suits best

¢ Click the ‘Save’ button

We recommend using the Chrome browser
rather than Internet Explorer




For objectives carried out using the form in the internet, please contact princess.kabba@nhs.net  
If you have any questions and/or queries around appraisal, please do not hesitate to contact me. 

Regards 
Princess Kabba 

Head of Learning & Development 

Chair: Mark Lam 

Chief Executive: Paul Calaminus
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