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SECTION 1: REFLECT – Complete this section before your appraisal conversation to help you prepare.
1.1 About me
Use this page to reflect upon your satisfaction with your role and to consider the balance between your work and personal life. Indicate below how much each of these employment needs are met within your current role. Please use these questions to support a discussion during your review. 






2. How realistic and manageable I find my workload




1. How fulfilled I am within my current role










4. The quality of relationships I have with my colleagues






3. How equipped and confident I am to do my job








6. My clarity of purpose and sense of direction






5. Opportunities for development

	Reflection point: How is your wellbeing at work? Would you like any wellbeing support?
[bookmark: Text27]     

	Reflection point: What are you most passionate about and what do you find most rewarding and energising?
[bookmark: Text28]     
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	1.2 The 4 S’s – Use this form to prepare for and frame your appraisal conversation. 
In the context of our mission …

	[image: A picture containing drawing

Description automatically generated]
	1. Successes
What are you proud of, what are your key successes or achievements? 

	What
	[bookmark: Text12]     

	How 
	 How did you achieve these successes? 

	Your strengths
	[bookmark: Text13]     

	Your skills
	

	Equality & diversity
	

	Our THRIVE values
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Description automatically generated]
	2. Struggles 
What have you struggled with? Where have you not met goals? 

	What
	[bookmark: Text16]     





	How 
	 How / why did you struggle? 

	Your strengths
	     

	Your skills
	

	Equality & diversity
	

	Our THRIVE values
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	3. Set Goals
What will your personal objectives be for the next 12 months?

	What
	[bookmark: Text17]     

	How 
	 How will you develop to reach these goals / objectives?

	Your strengths
	[bookmark: Text18]     

	Your skills
	

	Equality & diversity
	

	Our THRIVE values
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	4. Support
What support do you need to help you achieve your goals?

	What
	[bookmark: Text19]     





	How 
	 How can we best provide this support for you

	Your manager
	[bookmark: Text25]     

	Further training 
	

	Other support
	

	Would you like a further conversation to discuss progression / promotion?
[bookmark: Check1][bookmark: Check2][bookmark: Check3][bookmark: Check4]          Yes    |_|          In the next 2 years |_|             In the next 3 – 5 years |_|               No |_|



1.3 Reviewing my goals and work objectives
Please use this section to reflect and review your objectives from your previous appraisal.

	Previous Objective
	What did I achieve to complete/ work towards this?
	Are there any additional actions to achieve/ further develop this objective?
	Partially or not met / meeting
	Met or meeting
	Exceeded / exceeding
	Not
Applicable


	Employees with supervisory responsibilities for staff must lead and support their teams effectively
	
	[bookmark: Text31]     



	[bookmark: Check5]|_|
	[bookmark: Check10]|_|
	[bookmark: Check11]|_|
	[bookmark: Check12]|_|

	To deliver or support safe and up to date patient care and services
	[bookmark: Text33]     
	[bookmark: Text34]     




	[bookmark: Check6]|_|
	[bookmark: Check15]|_|
	[bookmark: Check14]|_|
	[bookmark: Check13]|_|

	To deliver or support the Trust objectives through demonstrating the Trust Values 
	[bookmark: Text36]     
	[bookmark: Text37]     




	[bookmark: Check7]|_|
	[bookmark: Check16]|_|
	[bookmark: Check17]|_|
	[bookmark: Check18]|_|

	[bookmark: Text38]     
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	[bookmark: Text40]     




	[bookmark: Check8]|_|
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	[bookmark: Check20]|_|
	[bookmark: Check21]|_|
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	[bookmark: Text42]     
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	[bookmark: Check9]|_|
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	[bookmark: Check24]|_|







2. Summary of appraisal conversation – formalise your goals and PDP using the forms below
2.1 Individual Goals and Objectives
Your reviewer / manager should share their goals and those of the wider team at this point to ensure that your objectives are linked to the wider organisational objectives and that people are working together in a supportive and joined up manner. 
	Goal and objective setting for the next 12 months
Summarise the key goals, priorities or objectives for you over the next 12 months.  This includes goals that relating to your career, personal development and wellbeing. Corporate objectives are already set out in this paperwork.

	Objective
(What needs doing?)
	
Target Date
(By when?)

	Action Plan including milestones
(How will you achieve this objective?)
	Success Measures
(How will you know you have achieved this objective?)
	Review Date

	Employees with supervisory responsibilities for staff must lead and support their teams effectively
	Throughout the coming 12 months
	Undertake regular performance supervision of staff through team or 1-1 meetings
Undertake all annual permanence and development reviews (appraisals) for all staff within the required time scale. 
	Staff will report in their annual reviews that they feel supported. 
Appraisal compliance will be 90% or more. 
Records will show 1-1/ team, supervision has taken place. 
Audits will show quality reviews and meetings have taken place
	[bookmark: Text61]     

	To deliver or support safe and up to date patient care and services
	Throughout the coming 12 months
	By undertaking all statutory and mandatory training requirements
	Evidenced by an up to date Electronic Staff Record (ESR) learning history. 
	[bookmark: Text62]     

	To deliver or support the Trust objectives through demonstrating the Trust Values
	By the next annual review (12 months)
	Demonstrating the values and behaviours in day to day working
	Successful demonstration of values
	[bookmark: Text63]     

	[bookmark: Text47]     
	[bookmark: Text52]     
	[bookmark: Text56]     
	[bookmark: Text57]     
	[bookmark: Text64]     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     





2.2 Personal Development Plan 
The Trust actively supports and encourages staff development. This section of the Annual Performance and Development Review documentation allows you to reflect on your development and/or learning needs for your own personal development within your job role and beyond. Some personal development activities may include attending an internal or external course, e-learning, on the job learning, job shadowing, personal research etc. 
If the reviewee is a band 7 or above, a 360º appraisal against the NHS Healthcare Leadership Model can be offered as a development option. Please list this within the PDP and on the sign off sheet for a referral. 
Any development that requires funding should be put on the annual Training Needs Analysis, if this is an in year requirement please contact the CPD on CPD@ldh.nhs.uk . CPD is now co-ordinated centrally irrespective of a staff members-based site. 
	What do I want to learn?
	What do I have to do?
	What support & resources will I need?
	How will I measure success?
	Target date for review?

	[bookmark: Text65]     
	[bookmark: Text66]     
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2.3 Mandatory / Statutory Training and Appraisal Compliance
Statutory and mandatory training must be 90% compliant in order to receive the next pay step*, staff with supervisor/ management responsibility are also required to undertake all Annual Performance & Development reviews for all staff that you are responsible for within the required timescale. Statutory and Mandatory training and appraisals should be completed as part of your terms and conditions of employment and to support the quality of services and patient safety (where applicable). The Trust recognises that there may be some mitigating circumstances; please note any mitigating circumstances please state them in the comment box. 

	Training
	Yes
	No
	N/A
	Comments/ Mitigating Circumstance

	Is 90% of training up to date at the time of review?
	[bookmark: Check25]|_|
	[bookmark: Check27]|_|
	[bookmark: Check29]|_|
	[bookmark: Text80]     

	All Annual Performance & Development reviews are completed
	[bookmark: Check26]|_|
	[bookmark: Check28]|_|
	[bookmark: Check30]|_|
	[bookmark: Text81]     
























3. Additional Clinical Review forms – These forms may not be applicable to all staff. If not applicable, please progress to section 4
3.1 Student Mentors, Practice Supervisor/ Assessor and/or Practice Educators 
This section is only applicable to staff who fall into the below staff groups and are a student mentor or practice educator:
· Nursing and Midwifery
· Allied Health Professionals
· Health Care Scientists
· Additional Clinical Services

	Assessment of individuals performance against educational equity and excellent framework
	How have I achieved this?
	Evidence of Activity

	Ensure safety and effective patient care through training


	[bookmark: Text98]     
	[bookmark: Text100]     

	Establish and maintain a learning environment


	[bookmark: Text99]     
	[bookmark: Text101]     

	Teaching and facilitating learning



	[bookmark: Text102]     
	[bookmark: Text103]     

	Assessment



	[bookmark: Text104]     
	[bookmark: Text105]     

	Act as a mentor and appraiser (educational supervisors)


	[bookmark: Text106]     
	[bookmark: Text107]     

	Guide personal and professional development of trainees (educational supervisors)

	[bookmark: Text108]     
	[bookmark: Text109]     

	Develop as a clinical educator



	[bookmark: Text110]     
	[bookmark: Text111]     






3.2 NMC Revalidation 
If the appraisee is an NMC registrant then please complete this page of the appraisal form ( i.e. is a Registered Nurse, Registered Midwife, Registered Nursing Associate or holds dual qualifications) – This page can be discarded if the appraisal is not for an NMC Registrant. 
The purpose of this section is to support Nurses, Midwives and Nursing Associates with maintaining their professional registration known as revalidation. The Trust recommends that annually the key elements of revalidation and the 3-yearly confirmation discussions are performed by the registrant’s line manager. This should be discussed as part of the annual appraisal. Further guidance for both registrant and confirmers are outlined in the NMC guidance documents which can be found on the NMC website or the trust intranet – clinical hub 
Which NMC registration does the appraisee hold?
	NMC Registration
	Please tick the appropriate box

	Registered Nurse
	[bookmark: Check52]|_|

	Registered Midwife
	[bookmark: Check53]|_|

	Holds a dual registration
	[bookmark: Check54]|_|

	Nursing Associate
	[bookmark: Check55]|_|


Please complete the table below:
	Date Annual NMC registration fee due:
	[bookmark: Text116]     


	Revalidation application date due (every 3 years):
	[bookmark: Text117]     



To be discussed annually:
	Discussion Point
	Comments

	Practice hours – Is the appraisee on track to meet the NMC practice hours requirements?

	[bookmark: Text118]     

	Continuing Professional Development (CPD) – Is the appraise on track to meet the NMC requirements including participatory learning?
	[bookmark: Text119]     

	Has the appraise had an opportunity for a reflective discussion related to the NMC code?
	[bookmark: Text120]     

	Has the appraise had an opportunity to collect practice related feedback?
	[bookmark: Text121]     



Date confirmer discussion completed (every 3 years) – confirmers may be asked by the NMC to verify that this discussion has taken place
	[bookmark: Text122]DATE:      
	[bookmark: Text123]SIGNED:      



Revalidation confirmation discussion is recommended at the time of appraisal. If this is not possible it should be completed 60 days prior to revalidation application date (see above). The date of the discussion should be recorded above and kept with the current year’s appraisal paperwork

3.3 HCPC Revalidation
If the appraise is an HCPC registrant then please complete this section of the appraisal form. This page can be discarded if the appraisal is not for a HCPC registrant. 
The purpose of this section is to support Allied Healthcare Professional with maintaining their professional registration.  
Each profession registered with the HCPC renews at a set time. These times are the same every two years and are staggered throughout the year. 
The HCPC state the following regarding renewing HCPC registration:
“By making a professional declaration you are confirming that you have: continued to practice your profession since your last registration; or not practiced your profession since your last registration but have met the HCPC’s returning to practice requirements”. 
To renew your registration you must declare the statements in the box below to the HCPC. Please discuss these statements as part of the appraisal process to ensure that the reviewee is on track and prepared for this 2 yearly process: 
	Please ensure that you are on track reregister by considering the following:
	Comments

	Continued to meet the HCPC’s Standards of proficient for the safe and effective practice of my profession 
	[bookmark: Text124]     



	Have not had any change relating to your good character 
	[bookmark: Text125]     



	Had any change relating to your health which may affect the ability to practice safely and effectively
	[bookmark: Text126]     



	Continued to meet the HCPC’s standards for continuing professional development
	[bookmark: Text127]     




As a HCPC registrant, you may be selected at random by the HCPC to present your evidence for reregistration. Therefore, it is imperative that you keep your evidence up to date should you be chosen to submit your evidence. 









4. Annual Performance and Development Review Completion Forms 
4.1 Annual Performance and Development Review Completion Form
Once the APDR is completed and signed, please send a copy of this page only to the Training and Learning Team:
HRappraisals@bedfordhospital.nhs.uk / appraisals@ldh.nhs.uk
	[bookmark: Text85]Date of Review:     
	[bookmark: Text86]Employee No:     

	[bookmark: Text82]Reviewee Full Name:      

[bookmark: Text83]Reviewee Signature:     
	[bookmark: Text84]Reviewee Job Title/ Department:     

	Reviewers Full Name:

[bookmark: Text88]Reviewer Signature:     
	[bookmark: Text87]Reviewer Job Title/ Department:     


Please keep a copy of all the APDR documentation for your records. 
	**ANNUAL SAFEGUARDING DECLARATION**
This must be signed by all staff

	I confirm that I have not received a caution, criminal conviction or been barred from working with children or vulnerable adults since my DBS or my last declaration
	[bookmark: Check31]|_|Confirm this statement by                                         ticking the box provided

	I have received a caution, criminal conviction or been barred from working with children or vulnerable adults since my DBS or my last declaration
	[bookmark: Check32]|_|Confirm this statement by                                         ticking the box provided



	Has a discussion regarding revalidation taken place during this APDR?
	[bookmark: Check33]Yes |_|
	[bookmark: Check34]No |_|
	[bookmark: Check35]N/A |_|

	Band 7 and above only:
Has the Declaration of Interest for Year 20_ _ / _ _ been completed on ESR? (Band 7 and above are required to complete the DOI each year on ESR. If you have nothing to declare you are still required to confirm on ESR  that you have ‘None to Declare’.)
	[bookmark: Check36]Yes |_|
	[bookmark: Check37]No |_|
	[bookmark: Check38]N/A |_|

	If the Reviewee is a band 7 or above, would they like to be nominated for a 360º appraisal?
	[bookmark: Check39]Yes |_|
	[bookmark: Check40]No |_|
	[bookmark: Check41]N/A |_|



	Summary of Overall Performance:

	[bookmark: Check42]|_|
	Has Exceeded Expectations
Pay Step Progression Meeting to go ahead as planned. No foreseen circumstances to stop pay progression at time of the review. 
	
	*If overall performance has not met expectations, please state reasons and select all that apply by placing an X in the box next to all the relevant statements:

	[bookmark: Check43]|_|
	Has Met Expectations
Pay Step Progression Meeting to go ahead as planned. No foreseen circumstances to stop pay progression at time of the review. 

	[bookmark: Check45]|_|
	Upheld Capability sanction(s)


	[bookmark: Check44]|_|
	Has Not Met Expectations*
The Reviewee has not met expectations. If the Reviewee is due for a Pay Step Review, they will not be incrementing onto the next pay step. 
	[bookmark: Check46]|_|
	Upheld Disciplinary sanction(s)


	
	In order to approve or suspend pay progression, a Pay Step Submission Form should be completed and returned to Training & Learning.
	[bookmark: Check47]|_|
	Not performed job role to required standards


	
	
	[bookmark: Check48]|_|
	Not performed Trust Core Values as required.



4.2 Annual Performance and Development Review Completion Form
TEAM REVIEW
Once the APDR is completed and signed, please send a copy of this page only to the Training and Learning Team: HRappraisals@bedfordhospital.nhs.uk / appraisals@ldh.nhs.uk
Please keep a copy of all the APDR documentation for your records. 

	Date of Review:
	Department:
	**ANNUAL SAFEGUARDING DECLARATION**This must be signed by all staff

	Employee Number:
[bookmark: Text89]     
	Name of Reviewee:
(Please Print)
[bookmark: Text90]     
	Reviewee Signature:
[bookmark: Text91]     
	I confirm that I have not received a caution, criminal conviction or been barred from working with children or vulnerable adults since my DBS or my last declaration
	I have received a caution, criminal conviction or been barred from working with children or vulnerable adults since my DBS or my last declaration

	[bookmark: Text92]     
	[bookmark: Text93]     
	[bookmark: Text94]     

	
	

	     
	     
	     

	
	

	     
	     
	     

	
	

	     
	     
	     

	
	

	     
	     
	     

	
	

	     
	     
	     

	
	

	     
	     
	     

	
	

	     
	     
	     

	
	

	     
	     
	     

	
	

	[bookmark: Text95]Reviewer Name:     
	[bookmark: Text96]Reviewer Job Title:     
	[bookmark: Text97]Reviewer Signature:     





Pay step review meetings should be held on a 1:1 basis.




SECTION 5: Pay Step Progression 
5.1 Pay Step Progression (Applicable from 1st August 2022)
[bookmark: _GoBack]This form is not the pay progression submission form. Some staff members pay progression does not align with the appraisal date. This page is designed as a reminder for pay progression and to double check when pay progression is due. Further information regarding the Pay Step Review meeting and the documentation can be found in the Pay and Pay Progression Policy. 
As of 1st August 2022 staff no longer increment automatically when they reach their next pay step, therefore staff will need to satisfy specific requirements to continue on their pay journey.  In the NHS Terms and Conditions of Service 2018, the pay structure has fewer pay-steps within each band.  This means that, although the time spent in between pay-steps is longer, the staff member will reach the top of the band more quickly than before.  As pay step progression is no longer annual under the new system, the first pay step reviews will take place from April 2021 as staff joining or promoted from 1 April 2019 will reach their first pay step dates.
To progress to the next pay step point, you must meet the following standards:
· Successful completion of an appraisal within the last 12 months.
· Not being in a formal capability process.
· Not having a live formal disciplinary sanction on your employment record.
· Completed all required statutory and/or mandatory training.

Next steps
Agree the date for the Pay-Step Review meeting and ensure that it is in line with the appraisal cycle so that it will be possible to sign off the key elements in order for the recommendation to be made.

	[bookmark: Text113]Agreed date for Pay Step Review Meeting:      

	[bookmark: Text114]Reviewer signature:      

	[bookmark: Text115]Reviewee signature:      
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