STAFF APPRAISALS

	Modern performance management systems concentrate on improving performance, skills and competence and helping personal development.

It is a constant process but includes formal reviews between the line manager and the employee.

It is a positive process and is not part of a disciplinary procedure, although areas where the employee needs to learn or develop may be identified and an action plan agreed.

Performance is closely linked to organisational objectives and the system will look at all of the components of performance including the skills the employee brings, how the work is done and the results in terms of improved business performance.

Some performance management systems use ratings, rankings or descriptions of performance. These are almost always subjective and so open to bias and their motivational effect is limited. Some systems use a narrative summary of the employee’s overall contribution that gives a more balanced view.   In many systems employees are set objectives and their achievement is used to judge performance. Where pay is linked to performance, ratings are used to inform the increase that is given but this can devalue the performance management system itself. 

ACTION POINTS

To develop a practice performance management system you should:

· prepare individual job descriptions and agree them with staff

· define the competences that each job role should have and the expected level of performance, link these into practice objectives

· discuss and agree with individuals which competences they have and which need to be developed and agree any objectives or standards of performance 

· arrange any formal courses and in-practice training that needs to be undertaken to achieve the competence expected

· think about and discuss with staff how performance will be assessed or measured 

· prepare and agree a personal development plan with each member of staff 

· decide on the ways that continuous feedback should be given and whether regular meetings are needed in addition to an annual review

· think whether a formal ranking or score would be helpful in your practice, and whether the performance management system will be linked to pay.     




The following pages contain two models to choose from.

EXAMPLE 1
	…………. DENTAL PRACTICE

PERFORMANCE REVIEW RECORD

Employee name                                                     Manager

Review period                                                        Date of the meeting

ACHIEVEMENT OF OBJECTIVES AND COMPETENCES AGREED ON …..

1.

2.

3.

4.

5.

6.

State the objectives and describe the employee’s performance against them and whether they have been achieved (with any relevant reasons for non-achievement).

IDENTIFY OBJECTIVES AND COMPETENCES TO BE ACHIEVED DURING THE NEXT TWELVE MONTHS 

1.

2.

3.

4.

5.

6.

EMPLOYEE’S PERSONAL DEVELOPMENT PLAN

TRAINING NEEDS IDENTIFIED AND AGREED

THE SUPPORT THAT THE MANAGER WILL GIVE TO THE EMPLOYEE TO ACHIEVE THE AGREED OBJECTIVES/COMPETENCES AND COMPLETE THE PERSONAL DEVELOPMENT PLAN

MANAGER’S COMMENTS ON EMPLOYEE’S CONTRIBUTION TO THE PRACTICE

EMPLOYEE’S COMMENTS ON THEIR CONTRIBUTION TO THE PRACTICE

Next review Date

Manager’s signature _________________________ date_______________

Employee’s signature _________________________date_______________  




EXAMPLE 2

This section comprises
· Appraisee’s preparation notes

· Appraiser’s preparation notes

Example appraisal summary form

CONFIDENTIAL


ANNUAL STAFF APPRAISAL

Appraisee's preparation notes
Employee's Name .....................................................................................................

Position .....................................................................................................................

Appraisal period from ..............……..
to ………………………………………..

It is important that we use all skills and talents fully to enable the practice to operate effectively.

Staff appraisal is a way of ensuring that this objective is met by identifying and agreeing work objectives and development needs, and reviewing performance.

For appraisal to be helpful to both parties we need to be open and honest, remembering that appraisal is a two‑way process.

This form will help you to organise your thoughts, prior to your appraisal interview, and will remain your personal property.

A. 
KEY OBJECTIVES
Make a note here of your objectives for last year: 

1.

2.

3.

4.

5.

B. 
THE YEAR'S WORK
1. 
Thinking about your work last year, what do you feel you have done best? What has given you the greatest satisfaction? Could these achievements be built upon?

2. 
What do you feel you have done least well, or with least satisfaction? How could this be improved?

C. 
STEPS TO IMPROVING PERFORMANCE
To help you achieve your objectives for next year, what do you consider might be done by:

1. 
you

2
your dentist/s

3.
the practice manager

D. 
APPRAISAL OF OBJECTIVES
If you have already had an appraisal you will have agreed with your appraiser some objectives.

Now you can appraise and record your feelings about how well you have performed in relation

to each target (if this is your first appraisal, move on to section F)

1.

2.

3.

4.

5.

E. 
FACTORS WHICH HAVE AFFECTED ACHIEVEMENT OF OBJECTIVES 
What are the positive and negative factors which you feel have affected your ability to achieve your objectives?

F. 
OBJECTIVES FOR THE COMING YEAR 

List in order of priority what you consider might be your main objectives for the year ahead ‑ select no more than five. 

1.

2.

3.

4. 

5.

G. 
REQUIREMENTS TO ACHIEVE OBJECTIVES 
What will you need to achieve these objectives, such as help from others, training, etc? What difficulties do you expect to encounter? 

Needs 

Training

Difficulties

H. 
ACTION PLAN 
What actions, experience or training do you consider important for your personal development during the next twelve months?

CONFIDENTIAL

Appraiser's preparation notes

Appraiser's Name ............................................................……………………

Position ...................................................……………………………………..

Appraisal period from .............……….…. to ……………………………….. 

A. 
KEY OBJECTIVES 
Note here the employee’s objectives for last year

1.

2. 

3. 

4. 

5. 

B. 
THE YEAR'S WORK 

1. 
What areas of work does the employee do well? 

2. 
Identify areas of work which could be improved. 

3. 
List any specific points you wish to discuss relating to the employee's knowledge, attitude, performance and achievements.

C. 
JOB DEVELOPMENT AND TRAINING

What future developments are likely in this employee's job?  What sorts of developmental activities could be organised?

What are the employee’s training needs?

D. 
APPRAISAL OF OBJECTIVES 

Consider for each of the past year's objectives how well you consider the employee has performed. (If this is the employee's first interview, move on to Section F). 

1. 

2.

3.

4.

5. 

E. 
APPRAISAL OF POSITIVE AND NEGATIVE FACTORS AFFECTING ACHIEVEMENT OF OBJECTIVES

Appraise and comment on each factor discussed at the beginning of the year. Describe how you consider the employee's present or future performance may be affected. Do you consider there are any other factors that affect the employee's performance?

SUMMARY OF TOTAL JOB PERFORMANCE
Identify specific positive areas of performance and any issues for development, being careful not to generalise.

F. 
OBJECTIVES FOR THE COMING YEAR

List in order of priority what you consider should be this employee's ten main objectives for the coming year and indicate how performance in these areas will be measured/monitored and time scale.



TARGET

MEASURED/MONITORED

TIME SCALE
1.

2.

3.

4. 

5. 

G. 
FACTORS INFLUENCING THE ACHIEVEMENT OF OBJECTIVES WHICH MAY HAVE A BEARING ON PERFORMANCE

List any items you consider affect how these objectives may be accomplished. For example: communication skills, planning, resources and personal abilities.

H. 
ACTION PLAN FOR DEVELOPMENT

Consider actions, activities or training which you feel would contribute to the employee's development and improved performance. Indicate the time in which these plans should be completed and the person(s) responsible for implementing action.


APPRAISAL SUMMARY FORM

SUMMARY OF APPRAISAL OF

HELD ON:

APPRAISER:

Following our appraisal meeting the following objectives have been agreed for (staff member)

TARGET

1.

Actions

2.

Actions

3.

Actions

4.

Actions

5.

Actions

These will be reviewed on



and on 

Support to be provided for the employee will include:

Training to be provided for the employee will include:

Appraisee’s signature





Date

Manager’s signature





Date

