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Appraisal Guidance Notes 

Introduction 

The delivery of high-quality patient care within the NHS depends on every member of staff: 
 

 • having a clear understanding of their role and the part they play in their team and organisation 
• having an agreed set of priorities and objectives for their work 
• possessing and applying the knowledge and skills they need to perform that role effectively and 
to achieve their objectives. 

 
An effective Appraisal and Personal Development Review leads to improved staff performance, 
higher staff satisfaction and better patient outcomes.   
 
The Appraisal and Personal Development Review provides an opportunity to give praise and 
effective feedback to employees.  It is also a chance for employees to have a two-way open 
discussion with their manager about how they feel they are performing and if they, their manager or 
the organisation could do anything to further enhance their performance.  It should be viewed as a 
positive and motivating experience. 

 
All NHS Kernow staff should receive an Appraisal every year. 
 

Process 
 
The Appraisal / Personal Development Review process takes place on an annual cycle as shown 
below: 
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Stage 1 - Agree Objectives / Learning and Development Needs 

 An initial meeting to agree objectives and review learning and development needs 
should be planned to take place within the first few weeks of employment for new staff. 
 

 When agreeing individual objectives you need to consider how these contribute to the 
organisational objectives   
 

 There is no right or wrong on how many objectives should be set but typically is between 
4 and 8. 
 

 Completion of objectives can be planned for any point in the year.   
 

 Objectives can be reviewed and modified and further objectives can be added at on-
going reviews. 
 

 Objectives need to be SMART (Specific, Measurable, Agreed, Realistic, Time- bound). 
 

 Learning and development needs should be identified taking into consideration the job 
description and person specification detailing the skills and knowledge required to carry 
out the job satisfactorily, plus any specific learning required to achieve the agreed 
objectives. 
 

 The individual’s career development and succession planning should also be considered 
 

 Mandatory training should be top priority for completing learning needs (see details in 
appendix). 
 

 In addition to mandatory training a personal development plan should be prepared 
showing learning needs prioritised in terms of importance with an indication of training 
methods to be used to achieve.  Priorities: 1=essential to perform job role effectively - 
action within 3 months, 2=requirement to fulfil all aspects of job role - action within 12 
months, 3=career developmental need for future 

Stage 2 – On-going work and performance, and learning and development 

 Regular, on-going discussion, coaching, feedback and review of performance and skills 
development is by far the most important aspect of the whole appraisal / personal 
development review process. 
 

 It is essential that objectives and learning and development are reviewed on an on-going 
basis throughout the year at regular 1:1 meetings with staff.   
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Stage 3 – Annual review and evaluation of performance, review and evaluation of learning 
and development 

 

 Annual review meetings need to be scheduled at least 2 weeks in advance to give the 
appraisee and the reviewing manager time to prepare  
 

 In practice this final stage 3 of the previous year and the stage 1 of the new year are 
conducted at the same meeting. 
 

 In advance of the meeting both the appraisee and the reviewing manager should 
prepare notes on the appraisal paperwork. 
 

 Typically a review meeting would take 1-1.5 hours 
 

 Review meetings should be held in private with no interruptions   
 

 Once scheduled, meetings should not be re-arranged without good reason 
 

 During the meeting the appraisee should be encouraged to do most of the talking 
 

 The review meeting will cover: 
 

 The employee’s general progress at work 

 Review of achievement of last year’s objectives and agreeing new objectives 
for the coming year 

 Review of learning and development completed and new Personal 
Development plan for the coming year 
 

 The annual review should be recorded on the appraisal review paperwork.  The 
employee and appraising manager should keep copies. 
 

 Confirmation of the review should be recorded on the HR appraisal completions spread-
sheet on the shared drive to confirm completion for HR records and reporting (note this 
task is normally delegated to Directorate PAs). 
 

 A summary of training needs for the team should be forwarded to the ETD lead.  This will enable 
training needs to be co-ordinated for the whole organisation. 

 

Note: Copies of this guidance and the form can be found on the Staff Zone of the NHS 

Kernow web site at http://www.kernowccg.nhs.uk/ 

 

 

 

 


