APPRAISAL QUICK GUIDE

Appraisal is a key part of the School’s performance management culture.  It is designed to deliver the continuous improvements we need to enable us to deliver customer focused services that offer value for money.  

The appraisal process will help you to deliver by linking what you do to our strategic objectives and by giving you clarity on:

· What is expected of you 

· How you are doing

· What you can do to improve your performance and the work you do; and

· How well you have done

The appraisal process has four key phases: 
	1.  Planning

· Team planning will set the context for your individual objectives.
· You will have a full appraisal meeting by the end of XXXXX with an interim meeting by the end of XXXXX.
· Your objectives will be set in three key areas – doing new things, making improvements and personal development. There should be a clear link back to the objectives of your Team.  You should have between three and six objectives at any one time.

· Criteria for success against those objectives will be agreed between you and your line manager.
· An optional self assessment template is available to help you gather your thoughts in advance of the meeting.
· Business as Usual (BAU) activities are important and it is a prerequisite of the appraisal process that BAU requirements are met.  You will have specific BAU objectives for your area e.g. service or budget objectives and you should agree with your manager how you reflect these in your appraisal.


	2.  Tracking

· You should have regular 1-2-1 discussions, with frequency to be agreed between you and your manager.

· You should receive constructive feedback focused on your progress towards objectives.

· The process should aid the development of supportive relationship between you and your line manager.

· Your Full and Mid-year review meeting should be recorded on the appraisal template.


	3.  Developing

· You should have a Personal Development Plan, with at least one measurable learning and development objective being recorded at appraisal time.




	4.  Reviewing

· Your final performance rating will be based on achievement against objectives together with the extent to which you have exhibited the school values whilst working towards those objectives.

· There will be no surprises at appraisal.

· All ratings will be subjected to moderation.   

· Individual, team and organisational ratings should accurately reflect overall School Performance.


There is a mandatory appraisal form which also includes a section for recording your personal development plan.  
You need to be responsible for using appraisal to manage your own performance and development.

There is a joint responsibility, with your line manager, to ensure your objectives are set, tracked and reviewed, and that you have the appropriate knowledge and skills to do your job effectively.  

As a matter of good practice, you and your manager should ensure that you:
· Have agreed objectives

· Are supported to meet these objectives through regular 1-2-1’s

· Have a personal development plan 

· Have, at the very minimum, one formal interim review; and

· Know how you are doing at every stage of the process through regular meetings
	Appraisal – Overview

You should have:

· Agreed and recorded at least one target for each of the three objective categories (new things, improvement, development)

· Checked that your targets are appropriate and within your control

· Worked with your manager to agree the format and frequency of your tracking meetings

· Defined what constitutes meets, exceeds and below expectations for your targets




	You must:

· Understand the criteria for success in your role

· Get the regular feedback and support you need to achieve your targets

· Be given time to prepare for the beginning-of-year and mid-year reviews

· Be confident you know everything you need to know to effectively manage your contribution to the School
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