


	[image: ]     Review Sheet

	Last Reviewed	Last Amended	Next Planned Review in 12 months, or
02 May '24	02 May '24	sooner as required.

	
Business impact
	
Minimal action required circulate information amongst relevant parties.
LOW IMPACT

	Reason for this review
	Scheduled review

	Were changes made?
	Yes

	

Summary:
	This policy has been reviewed with minimal changes and remains in line with best practice. Further Reading links have be reviewed and updated to ensure they remain current and the form has been amended to make it more user-friendly and easier to follow in an appraisal session.

	




Relevant legislation:
	
· The Care Act 2014
· Employment Rights Act 1996
· Equality Act 2010
· Health and Safety at Work etc. Act 1974
· Human Rights Act 1998
· Management of Health and Safety at Work Regulations 1999
· Data Protection Act 2018


	
Underpinning knowledge - What have we used to ensure that the policy is current:
	
Author: NHS Employers, (2010), Appraisals and KSF made simple a practical guide. [Online] Available from: https://www.nhsemployers.org/sites/default/files/2021- 07/Appraisals-and-KSF-made-simple.pdf [Accessed: May 2 2024]

	Suggested action:
	· Encourage sharing the policy through the use of the QCS App

	
Equality Impact Assessment:
	QCS have undertaken an equality analysis during the review of this policy. This statement is a written record that demonstrates that we have shown due regard to the need to eliminate unlawful discrimination, advance equality of opportunity and foster good relations with respect to the characteristics protected by equality law.
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1. Purpose

1.1 To ensure that managers are aware of the process for their appraisals.
1.2 To provide information so that Real Care Limited T/A Learning for Life understands the
reasons underpinning appraisals and the importance of them for the development of their managers and for business continuity.
1.3 To support Real Care Limited T/A Learning for Life in meeting the following Key Lines of Enquiry:
Key Question	Key Lines of Enquiry

	
EFFECTIVE
	E2: How does the organisation make sure that staff have the skills, knowledge and experience to deliver effective education and support?

	
RESPONSIVE
	R2: How are learner’s concerns and complaints listened and responded to and used to improve the quality of education and support?

	
WELL-LED
	W2: Does the governance framework ensure that responsibilities are clear and that quality performance, risks and regulatory requirements are understood and managed?



1.4 To meet the legal requirements of the regulated activities that {Real Care Limited T/A Learning for Life} is registered to provide:
· The Care Act 2014
· Employment Rights Act 1996
· Equality Act 2010
· Health and Safety at Work etc. Act 1974
· Human Rights Act 1998
· Management of Health and Safety at Work Regulations 1999
· Data Protection Act 2018
2.1 The following roles may be affected by this policy:
· Registered Manager
· Other management
2.2 The following learners may be affected by this policy:
· All learners
2.3 The following stakeholders may be affected by this policy:
· Family
· Advocates
· Representatives
· Commissioners
· External health professionals
· Local Authority



3. Objectives

3.1 To ensure a structured opportunity of two-way communication between the appraiser and appraisee manager on past and future performance and the support required to meet objectives.
3.2 To identify the individual manager's training and development needs that are required to meet the goals of Real Care Limited T/A Learning for Life.
3.3 To highlight the potential for each individual manager to develop within their current position, or into another.
3.4 To ensure that managers are aware of the contribution they make to the achievement of the objectives of Real Care Limited T/A Learning for Life.
4. Policy

4.1 Real Care Limited T/A Learning for Life recognises that a well-functioning appraisal system is fundamental in creating an education for learners, ensuring that staff are supported to reach their potential and to meet business objectives.
4.2 Real Care Limited T/A Learning for Life will ensure that each individual manager will be formally appraised annually.
4.3 Appraisers will be line managers with up-to-date knowledge and training in the appraisal process.
4.4 Real Care Limited T/A Learning for Life supports a culture of learning and development and will use the appraisal as an opportunity to explore each individual's needs.
4.5 During the appraisal, a written document will be produced which will highlight the salient points discussed. This document can then be used as a working document and referred to throughout the year.
4.6 Regular supervision throughout the year will support the appraisal process.
4.7 As a partner in the appraisal process, the employee being appraised will be able to contribute fully to the process.
4.8 Personal appraisal documentation must be stored in the individual employee’s personnel file and be subject to the normal security and privacy measures applying to that file.
4.9 The appraisal system at Real Care Limited T/A Learning for Life will be reviewed and evaluated as part of quality assurance to ensure that it is an efficient and effective system meeting both business requirements and the needs of employees.



5. Procedure

5.1 Training for Appraisals
· Training or coaching will be provided to all appraisers prior to conducting their first appraisal interview and refreshed as identified in their appraisal
· Real Care Limited T/A Learning for Life staff must not conduct appraisals without the appropriate training
· This policy will be disseminated by Real Care Limited T/A Learning for Life to all managers to ensure that they understand its policy on Manager Appraisals
5.2 Schedule for Appraisals
· Appraisal interviews will take place on an annual basis during a two-month period which is announced well in advance
· The scheduled appraisal period will follow shortly after the finalisation and publication of the Annual Business Plan Review
· The schedule for carrying out appraisals will ensure that the most senior person at Real Care Limited T/A Learning for Life has their appraisal first, followed by the next most senior, etc. This will facilitate the communication of corporate objectives more effectively
5.3 Distribution of Business Plan for Appraisals
Real Care Limited T/A Learning for Life will ensure that the Business Plan is available before appraisals begin so that:
· Those to be appraised have received at least that portion of the plan which relates to them
· Each manager’s contribution to the achievement of that plan has been identified
· Those being appraised have sufficient time to explore and understand their section of the Business Plan
5.4 Responsibilities for Appraisal
· Appraisal interviews should be carried out by the appraisee’s immediate line manager on a one-to-one basis
· Where this is not possible (such as in terms of long-term sickness or a temporary gap in management), an equivalent manager will conduct the appraisal ensuring that they have read and digested appropriate information
5.5 New Managers
· New managers will be appraised in their sixth month of management, and thereafter on an annual basis that coincides with the overall schedule
5.6 Prior to the Appraisal
Prior to appraisal, and with as much notice as possible, appraisers should inform the appraisee that their interview is due and give them the Appraisal Preparation Form together with the current job description and (if any) task list.
The appraisee should be shown the Appraisal Form to ensure that they are aware of the types of questions they will be asked and can prepare for them. The appraiser will gather appropriate information relevant to the performance review, such as:
· Supervision records
· Line manager’s, or other managers' opinions
· Training records
· Learner feedback
· Co-worker feedback
· Any additional evidence
Feedback from learners and co-workers will be generalised unless specific situations require greater detail. In these cases the Principal and/or Education Quality Manager should be consulted, and consent sought from the individuals. As the appraisal proceeds, any matters requiring action must be listed on the Action Plan located at the end of this policy, noting all agreed actions, together with agreed resources and target dates.


5.7 Appraisal
· The appraisal interview will take place in private, comfortable surroundings with no distractions, and not overlooked by other people. Arrangements will have been made to ensure there are no interruptions
· Relevant points will be recorded by the Appraiser of the meeting working through the forms
· Any matters requiring action must be listed on the Action Plan located at the end of this policy, noting all agreed actions, together with agreed resources and target dates
· Any reasonable adjustments that the person being appraised has in place and which may be needed for the meeting will be in place
5.8 After the Appraisal
Appraisal forms will be completed by the appraiser shortly after the interview takes place, with a short follow-up meeting to review, agree and sign the form.
· Those being appraised must be given the opportunity to read the Appraisal Form, ask any questions and check for factual accuracy before signing
· A copy of the completed Appraisal Form will be given to the appraisee
· The manager copy will be securely stored in line with data protection law
5.9 Any items on the Action Plan requiring the actions of others, or for others to be informed, will be added to the appropriate individual’s Action Plan or the general Action Plan.
5.10 Ongoing Purpose of Appraisal
The completed Appraisal Form and Action Plan must be viewed as working documents and, as such, be continually referred to and reviewed throughout the year.
The next annual review provides a final point to review the year's objectives and actions.
5.11 Progress against the Action Plan will be reviewed by the appraisee and their line manager at each supervision following the appraisal, and at other performance review meetings.
6. Definitions

6.1 Supervision
· Supervision is the regular contact between a supervisor and a staff member in which to monitor and reflect on practice; review and prioritise work with individuals; provide guidance and support and identify areas of work that need development
6.2 Appraisal
· Appraisal is a more formal process (than supervision), involving the review of a staff member’s performance and improvement over a period of time, usually annually 
· It includes evaluation of goals and objectives; evaluation of job role; identifying positive performance; identifying areas for improvement and identifying and planning how development needs will be met. 
6.3 Objectives
· Objectives are the tangible things an employee needs to achieve. Within appraisal, this may be over a year, or at a staggered pace within the year
Objectives should be SMART:
· Specific
· M easurable
· Agreed
· Realistic
· Time-related



Key Facts - Professionals

Professionals providing this service should be aware of the following:
· Real Care Limited T/A Learning for Life operates an appraisal system annually with all managers
· We formally discuss and review objectives, new objectives, and the support and training required to develop managers
· Any information we receive from external professionals will be reviewed, and where appropriate, we will feed this into our processes
Key Facts - People affected by the service

People affected by this service should be aware of the following:
· To ensure that you receive the highest level of quality education from staff, each member of management undergoes a formal appraisal process once a year with their line manager. The process looks at the work they have done and looks at what Real Care Limited T/A Learning for Life needs them to do in the future
· Real Care Limited T/A Learning for Life will always support its staff to achieve their very best, and provide the right training for them to do this
· If you have any concerns about the management at Real Care Limited T/A Learning for Life or wish to compliment them, you can speak with a member of staff, use our formal complaints procedure if you need to make a complaint, or place your comment in our suggestions box. Your information will feed into our process
Further Reading

As well as the information in the 'underpinning knowledge' section of the review sheet we recommend that you add to your understanding in this policy area by considering the following materials:
Please Note: This is the Manager appraisal form. A staff appraisal form is also available through policies and procedures and a separate Directors and Trustees appraisal.
Outstanding Practice


To be ‘outstanding’ in this policy area you could provide evidence that:
· Supervisions and appraisals are clearly linked and support each other, with the person in receipt being the focus for all activity
· The wide understanding of the policy is enabled by proactive use of the QCS App
· Senior managers ensure that their objectives are linked to their direct reports to provide continuity and clear accountability
· Resources are made available to ensure that any developmental objectives are able to be effectively delivered for appraisees
· Appraisees are given time and support to understand new objectives, and come back with any questions or solutions
· Learners form part of the process
· 360-degree feedback from other managers, professionals and direct reports working with appraisee manager and evidence how constructive information forms new objectives



Forms


The following forms are included as part of this policy:
	
Title of form
	When would the form be used?
	
Created by

	
Appraisal Form and Action Plan
- PR17
	Prior to appraisal by the appraisee and continuing through appraisal.
	
QCS




	Name
	
	Current Position
	

	Length of service
	
	Time in current role
	

	Appraisal Date
	
	Time
	

	Location
	
	Appraiser
	

	Return form by & to
	

	
Appraisal is intended to allow the employer and appraisee to regularly discuss the employer’s requirements of employees, as dictated by the Business Plan, for the employer to clearly identify and communicate the individual employee’s part in achieving the objectives of the business, and the support which the employee needs to be able to respond positively to that need. It is recommended that this form is used to help you think about the job which you do, prior to your appraisal.




	1. Describe your understanding of your key responsibilities and duties:

	Appraisee response
	Appraiser response

	
	




	2. Which parts of your job do you do well?

	Appraisee response
	Appraiser response

	
	


(Continued on next page)
Appraisal Form and Action Plan - PR17
Page 1/7
Real Care Limited T/A Learning for Life Herbert Street , Consett, County Durham, DH8 6AE


This policy is Copyright © Quality Compliance Systems Ltd. 2013 (Last updated 2021) and is only licensed for use with a current Licence Certificate. If you have a current Licence Certificate, it can be accessed in your online account. Use without a current Licence Certificate is strictly prohibited.



	3. Objectives

	
List the objectives you set out to achieve in the past 12 months (or the period covered by this appraisal) with the measures or standards agreed.
1 = Poor, 3 = Adequate, 5 = Excellent

	Objective
	Measure/Standard
	Appraisee score 1-5
	Appraiser score 1-5
	Comments

	
What you agreed last year to achieve
	What measure you agreed to use for identifying when you had reached the objective
	
1 = Poor,
3 = Adequate,
5 = Excellent
	
Joint comments from discussion

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


(Continued on next page)


	4. Capability

	Score your own capability or knowledge in the following areas in terms of your current role requirements (1 = Poor, 3 = Adequate, 5 = Excellent). If appropriate, bring evidence with you to the appraisal to support your assessment. The second section can be used if working towards new role requirements. Appraiser: Discuss differences between the scores and agree plans of action to reduce the difference in view.

	Capability area
	Appraisee score 1-5
	Appraiser score 1-5
	Notes and Comments

	Technical Knowledge (Functional/expert area)
	
	
	

	Technical Knowledge (Legal and best practice compliance)
	
	
	

	Customer Relations
	
	
	

	Time Management
	
	
	

	Cost control
	
	
	

	Reporting and administration
	
	
	

	Communication skills
	
	
	

	Delegation skills
	
	
	

	IT/Equipment skills
	
	
	

	Ability to reflect on own performance
	
	
	

	Problem solving and decision making
	
	
	

	Team work and developing others
	
	
	

	Energy, determination and work rate
	
	
	

	Steadiness under pressure
	
	
	

	Adaptability, flexibility and mobility
	
	
	

	Personal appearance and image
	
	
	

	New role requirements (specify)
	
	
	



(Continued on next page)


	Which parts of your job do you have difficulties with and are there any obstacles which cause you particular problems?

	Appraisee response
	Appraiser response

	
	

	In particular, do you consider that you have been adequately supported by your line manager in carrying out your objectives as set out in your job description, and agreed at your last appraisal?

	Appraisee response
	Appraiser response

	
	

	What further training, (if any), do you feel you need in order to do your job? What further support (if any) do you feel you need?

	Appraisee response
	Appraiser response

	
	

	Describe how you feel about your responsibilities for compliance with legal requirements. Particularly note any difficulties in achieving compliance which you regard as not within your control, for which you feel you lack support, or for which you feel you lack training.

	Appraisee response
	Appraiser response

	
	

	How do you feel you are regarded by managers, and in particular, your line manager? Do you have any issues with the relationships which affect your performance, and which may be assisted by training or coaching?

	Appraisee response
	Appraiser response

	
	


(Continued on next page)


	How do you feel about your relationship with your co-workers? Is there any support, training or coaching which you feel you need in order to improve the relationships and improve productivity and compliance?

	Appraisee response
	Appraiser response

	
	

	What work position would you like to occupy in two, and five, years' time? Is there anything that can do to assist you to achieve that ambition?

	Appraisee response
	Appraiser response

	
	

	Are there any other points you would like to raise with your appraiser?

	Appraisee response
	Appraiser response

	
	


-To be completed during appraisal by the appraiser-

	Current Business Need

	Set out the current priorities as identified in the business plan and highlight those that the Appraisee can make a contribution towards achieving.

	

	Record of gathered information relevant to the appraisal (include informal information from colleagues and learners).

	


(Continued on next page)


	Development and Training

	Discuss and record what development the Appraisee could usefully undergo in order to improve the way they do their job, achieve their objectives as set out in the Business Plan and meet their compliance obligations.
Consider future potential and development, in particular highlighting specific areas for training (recommended training might take the form of on-the-job training, coaching or attending a course).

	

	Job description: How could the Appraisee improve the way they do their job, other than the specifics agreed above? Detail how this is to be achieved.

	

	How could the Appraisee improve the way they do their job, other than the specifics agreed above? 
Detail how this is to be achieved.

	

	Appraisal Interview notes

	Appraisers comments (to be completed during the interview, or a short re-interview arranged later to discuss).

	

	Appraisees comments (to be completed during the interview, or a short re-interview arranged later to discuss).

	


(Continued on next page)


	Action planning - Agree a plan for the forthcoming year (whenever possible). A timescale of action and results to be achieved should be agreed where appropriate.

	Area
	Actions to be followed
	By who
	By when

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




	I hereby confirm that this is a fair and accurate representation of the appraisal discussion.

	Appraiser Name
	
	Signature
	

	Appraisee Name
	
	Signature
	

	Date
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