PERFORMANCE DEVELOPMENT REVIEW - APPRAISAL
(30.01.17)
· important to achieve a balance between PROCESS and STYLE
· standard, Trust-wide Appraisal document [has been simplified in recent years]

 (
IDENTIFY DEVELOPMENT REQUIRED
)


 (
GOAL-SETTING
- realising/extracting potential
- future plans [long-term/short-term]
) (
ASSESSMENT
- Reviewee's self-assessment
- Reviewer's assessment
)




 (
ANNUAL APPRAISAL
 OF REVIEWEE'S 
COMPETENCE [MOT analogy]
- appraisal with reference to job description/job role
- mandatory training - competency framework - complaints - gathering evidence - revalidation
) (
DISCUSS BARRIERS/PROBLEMS IN THE WORKPLACE
) (
PREVIOUS 'GOALS' ACHIEVED?
) (
PURPOSE OF PDR
)


 (
LINK TO THE DEPARTMENTAL OBJECTIVES/GOALS
)


 (
THE 'HUMAN BIT'
- is the Reviewee fulfilled, motivated, and engaged?
)

 (
PROVIDING FEEDBACK
- both Reviewer and Reviewee
)






 (
Reviewer
: well-prepared; structured; good time management; suitable environment
)


 (
Two-way conversation; not just a tick-box exercise
) (
Reviewee-led
)

 (
Minimum one hour; ideally one-and-a-half hours
)
 (
Positive feedback during appraisal
)

 (
WHAT CONSTITUTES A 'GOOD' APPRAISAL?
)

 (
Show that you - the Reviewer - are interested
) (
Focus on the Reviewer-Reviewee relationship
) (
Pre-appraisal communication
)



	


'360 Feedback' - a neutral third person collates a sample of others' views on you
 (
OBTAIN KNOWLEDGE/OBSERVATION OF INDIVIDUAL:
- look at previous PDR paperwork [will be in the Reviewee's 'P file
'
]
- good idea for new managers to examine 
'P file' for Reviewee's personal context 
[has anything happened recently to cause this behaviour/performance?]
) (
CONSIDER REVIEWEE'S PERFORMANCE WITH REFERENCE TO:
- Department priorities
- Job role [this may have changed over time from initial job description]
) (
CHECK REVIEWEE'S COMPLIANCE WITH MANDATORY TRAINING:
- "Please book some dates for the following courses
...
"
- Think about supporting evidence [
for example, 
evidence of CPD]
) (
PRE-MEET CONVERSATION:
- initial communication : starting the relationship
- demystify PDR process : clarity
- ask Reviewee: "Think about any areas you would like to explore during PDR"
- set date/room/time [3-4 weeks in advance]
) (
PREPARATION
)








	Job Role Dimensions

~ Primary functions in my job role ~
	Strengths


~ Things I do well ~

	Areas for Improvement

~ Things I need to improve ~
	Development Opportunities

~ What development could I do? ~

	

COMMUNICATION


	
	
	

	


CLINICAL/TECHNICAL



	
	
	

	


ADMINISTRATIVE SKILLS



	
	
	


- SELF-ASSESSMENT: TO BE COMPLETED BY REVIEWEE AND REVIEWER -

PART ONE: 
· Looking back - reflection on last year: successes; achievements; challenges; CPD; review of last year's objectives
PART TWO:
· Looking forward - career growth and development: objectives; personal development plan
		- transforming 'needs' into 'actionable objectives': for example -
NEED: "I feel that I need to be more assertive" [very broad 'need']
- course [formal training]
- set personal targets
- practice
- research
- mentor

EXAMPLE ACTIONABLE OBJECTIVES:
 "I will attend a course on assertiveness"; 
"I aim to practice what I have learnt at least once a week"; 
"I will observe ___ dealing assertively with a problem"...
[Objectives should be specific, measurable, achievable, and realistic, plus linked to individual and Departmental needs.]

· Try different tactics to tease out Reviewee's areas for improvement; appeal to individual Reviewee's personal motivation, rather than simply focussing on the Reviewee's role
- Ask Reviewee to complete the 'skin care' questionnaire prior to the actual PDR
- Information on how to record a completed PDR is available on ESR
