Welcome to your Appraisal Scheme  
Appraisals are intended to be employee led, putting you in the driving seat to develop yourself in your current role and for the future.  This scheme incorporates work based objectives and personal and/or career objectives.  You may also want to add in organisational behaviours or competency objectives if you have them.
This appraisal process will ensure that the activities you do are aligned to our business strategy.  In addition, we want to understand what you personally want to achieve while working for us and try to accommodate those needs into your work.  We will evaluate success in achieving those objectives and identify how you can grow and progress with the organisation.
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How to use this document
1. Pre-meeting: Consider what you would like to be discussed at your appraisal meeting.  In addition to setting and reviewing your objectives and competencies, you may want the opportunity to formally showcase some of your achievements, to request training or help in an area you are finding difficult and/or to talk about your career aspirations.  Share these with your manager a few days in advance of the meeting.
2. Business Objectives: Think of what the objectives are for your role.  Come up with around 6 objectives.  If you need some help, talk to your manager, but it is important that you write them yourself so that you are in control of achieving them.  Remember objectives should be SMART (specific – you know exactly what you need to do, measurable – what can be measured to show the objective’s achievement, agreed – between you and your manager from both perspectives, realistic – is the objective within reach given the time and resources? And does it have timescales attached?)
3. Tell us in a few words how each of your objectives contributes to the business strategy.
4. When will the objective be achieved?  If it’s a long term project, can the objective be broken down to milestone objectives which can show more reasonable timescales.
5. Personal/Career Objectives: As with business objectives these should be SMART but do not have to link to business strategy.
6. What will look different as a result of achieving the business and personal objectives?  How can we measure it?
7. What help do you need to achieve your business and personal objectives and desired competency levels?   - Training? Coaching? Resources?  This document now becomes your development plan.
Now ask for a meeting with your manager to agree the objectives. If the objectives you have selected do not quite meet business strategy, we will discuss this with you and agree amendments.
Subsequent meetings
It is up to you, and will largely depend on the objectives and your development needs as to how often you will meet with your manager to discuss your objectives.  It could be as often as monthly meetings, or it could be twice a year (which is the absolute minimum), but when you do have the meeting, you should complete the form in advance of your meeting to show how you have progressed with the achievement of each objective.
As a result of the meeting you may decide between you to change an objective, or amend it slightly depending on how things are going or if business strategy changes – as it does from time to time.


Appraisal Form
	Pre-meeting – note down areas to discuss during the meeting with your manager.  The headings below are just for guidance and can be changed to suit.

	Achievements
	

	Areas to develop/need support
	

	Career Aspirations
	

	Other topics to discuss
	



	Business Objectives

	SMART objective 

	Link to business strategy

	Timescale
	Measures (KPIs, or narrative evidence of what will look different)
	Development/Support needed to achieve
	Progress (include KPIs/evidence to demonstrate)
	Evaluation  Review & Actions
Eg revise or set new objective 
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	Personal/Career Objectives

	SMART Objective
	Timescale
	Measures (KPIs, or narrative evidence of what will look different)
	Development/Support needed to achieve
	Progress
	Evaluation  Review & Actions
Eg revise or set new objective 
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