MODEL POLICY PACK – Personnel Form 9 

“NARRATIVE” APPRAISAL CHECKLIST


The purpose of this appraisal system is to assess how you are performing in your job, both from your own and (your organisation’s) point of view. It also identifies action (eg support and training) which needs to be taken, and facilitates setting objectives for the forthcoming year.

The appraisal is an opportunity to examine the following areas with your line manager in a positive and constructive way.  It should address:

1. What is expected of you (discussing key activities of your post, your job description, resource management);

2. How you are doing (affirming good work and recognising achievements in the last year, discussing areas of concern to you or your line manager, assessing whether there is any need for changes in working practice by you or others within [your organisation];

3. What you expect from your line manager (assessing how your line manager is supporting and assisting you, discussing training and development needs).

In order to facilitate a productive and positive appraisal, it is important that you and your line manager spend time individually preparing for the meeting. Before your appraisal session please set some time aside to answer the following questions shown overleaf as honestly as you can. (Although there are a lot of questions, most require only brief notes, so please don’t worry about getting the wording just right – you should not spend more than 1½ hours on your form). Your line manager will also answer a similar set of questions prior to your appraisal.  

The questions and responses will form the basis of the appraisal, and will facilitate what should be a constructive and motivating meeting.

At the end of the appraisal, you and your line manager should agree an action plan which includes:

a. objectives you will aim to achieve over the forthcoming year (linked to your job description and [your organisation’s] work plan);

b. changes which are to be made to working practices by you or your line manager;

c. arrangements to be made to meet training and development needs; (See also Training & Development Record – PERS Model Personnel Form No 11)
d. recommendations for any necessary changes to your job description which have been identified and agreed by you and your line manager.

Your line manager will write up the main points from your appraisal and the agreed action plan.  You should read both to ensure they reflect the content of your appraisal session and agreed actions accurately. Agreed amendments should be made if appropriate. The final document should be signed as accurate by both you and your line manager.

Process

Prior to appraisal: Both parties complete question sheets individually.

At appraisal meeting: The question sheets should be taken to the meeting and worked through together. Any areas of major agreement and disagreement should be identified and noted. Any actions agreed in relation to points a, b, c and d (see above) should be transferred to the action plan [and/or the training record].

After appraisal meeting: The line manager should write up the main notes from the meeting, including a copy of the action plan, and pass to the appraisee. If necessary a further short meeting may need to be held to agree amendments.

Review meeting: This should be held 6 months after appraisal, with the appraiser and appraisee taking time to prepare beforehand.

QUESTIONS TO BE ANSWERED BY APPRAISEE

In addition to answering the following questions, please make a list of specific goals/targets you have achieved within the last 12 months including objectives set in your last appraisal. This process should help you to answer the “general” section (and make you feel good about your work!) and will be included in the final appraisal report.

General 

What are the key activities of my job?

What am I particularly good at (my own skills and areas of competence)?

What parts of the job do I have most difficulty in carrying out/achieving? Why?

Are there any situations which cause me problems in carrying out my work?

My time

To which activities do I give the most time?

Is this the allocation of time I would like?

Is it what my job description requires?

Other resources (eg money, postage, stationery, ‘phone, space, equipment)

What significant resources do I control?

Are there any resources that I could manage in a better way, and if so how?

Teamwork

Does the way in which I work and what I do make a difference to team achievements? How? (consider, for example, meetings, reporting, systems, procedures, communication, data collection)

Could I do anything differently which would help the team function even more effectively?

Relationship with line manager

How much support/supervision do I receive from my line manager?

Would I like this changed? If so, why and in what way?

How does my line manager measure my performance?

Do I have an open and honest working relationship with my line manager?

Relationship with colleagues 

How much support do I give and receive from other colleagues?

Would I like to change this, and if so, how?

Are there any relationship difficulties which need to be addressed?

For Chief Officer/line managers only

Which employees do I manage?

Do I have open and honest working relationships with them?

How do I measure their performance?

Do I have any significant difficulties in managing staff which need to be addressed?

QUESTIONS TO BE ANSWERED BY APPRAISER

General 

What are the key activities of E’s job?

What is (s)he particularly good at (skills and areas of competence)?

What parts of the job do I think (s)he has most difficulty in carrying out/achieving? Why?

Time

To which activities does E give the most time?

Is it what her/his job description requires?

Resources (eg money, postage, stationery, ‘phone, space, equipment)

What significant resources does E control?

Are there any resources that (s)he could manage in a better way, and if so how?

Teamwork

Does the way in which E works and what (s)he does make a difference to team achievements?

How? (consider meetings, reporting, systems and procedures, communication, data collection)

Could E do anything differently which would help the team function even more effectively?

Relationship with his/her line manager

How much support/supervision do I give E?

What is the nature of contact, advice, information, guidance?

How do I measure E’s performance?

Do E and I have an open and honest working relationship? 

Relationship with colleagues 

How much support does E give and receive from other colleagues?

Do I think this needs changing, and if so how?

For Chief Officer/line managers only

Which employees does S manage?

Are there any significant difficulties in managing staff which need to be addressed?

Model Policy Pack created by PERS  Updated April 2007
     
Page 3 


