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Guidelines to Manager   re:  Staff Appraisal

The aim of the appraisal is to assess the staff member’s suitability to do their job, to consider their future career path, to identify training needs and developmental needs,  to address any problems and to reward excellence. 
Appraisals should take place every year. 

Staff have 3 supervisions and 1 appraisal each year. The ‘Supervision Notes’ lead into the ‘Appraisal’. At each supervision 3 sections of the ‘Assessment of Workers Ability to Work to Job  Description’ (page 7-10) should be covered. Notes from these are addressed at the Appraisal.
1. Arrange date and time for appraisal with Resources Department 

2. Pre-appraisal paperwork:
a. send to staff     >  invitation letter with name, time and date filled in







    >  own assessment form  

(page 2)
b. use staff’s application form to check past experience and CV to ensure they  

    are being engaged to their full potential
c. fill out managers assessment form 


(page 4)





    Managers should use supervision notes (objectives and training analysis)





    and information from others to help them with this task
d. Bring together the ‘Assessment of Workers Ability to Work to Job  

Description’ (page 7-10) as reviewed at supervisions through-out the year;   

noting any commendation due and any items that need attention 
3. Appraisal Meeting. This is a formal review of staff’s work performance and their suitability for the work they are doing. The appraisal will lead to:-  a) training for staff development:   
              b) training in areas of weakness: 

              c) promotion: 

              d) disciplinary action being taken.
4. 1st  compare ‘the assessment forms’  (pages 2 & 4),  and discuss with the member of staff  findings from the ‘Assessment of  Workers Ability to Work to Job Description’ (page 7-10) 
5. Outcomes:  The manager should complete the outcomes sheet  (page 5 &top of 6)  with the member of staff.

6. Manager and staff member should decide together weaknesses and strengths (page 6 )

7. Discuss the ‘staff working hours commitment’  (page 3)
NB when staff make a commitment to work certain hours they can be expected to be available at these times. If they are continually unable to work these hours, when asked to do so, it may be necessary for disciplinary action to be taken.
If their unavailability results in contracted hours not being met,  then the Company is not liable to pay them for hours not worked.    

8. The Manager should now fill out the comments area of the form (page 6). 
(This would be a good point for the member of staff to make a drink!!)
A second opinion must be sought if there are significant differences between the staff member’s and Manager’s opinion.

If these differences are anticipated or if an antagonistic  appraisal is expected a second manager should be present.

Own Assessment of work practice.

Name________________________________ Date___________
	
	A
	B
	C
	D
	comment

	Do you work to your job description?
	
	
	
	
	

	Do you recognise client’s immediate needs and respond to meet those needs?
	
	
	
	
	

	Are you able to recognise clients long term needs?
	
	
	
	
	

	Are you good at organising tasks to designated to you?
	
	
	
	
	

	Do you have a good understanding of the practical/technical skills required in your role?
	
	
	
	
	

	Do you work with drive and enthusiasm?
	
	
	
	
	

	Are you able to use initiative and be creative?
	
	
	
	
	

	Are you co-operative with  the staff team and Management?
	
	
	
	
	

	Are you able communicate verbally?
	
	
	
	
	

	Are you able communicate in writing?
	
	
	
	
	

	How do you respond to difficult situations?
	
	
	
	
	

	Are you an effective key worker?
	
	
	
	
	

	Are you reliable and on time?
	
	
	
	
	

	Are you a good team member?
	
	
	
	
	

	Are you able to follow instruction from your seniors?
	
	
	
	
	

	Are you willing to take on extra work at short notice to cover sickness etc.
	
	
	
	
	

	BRING THIS FORM TO YOUR APPRAISAL. 

Notes

 


Please score yourself  A means ‘I am very good in this area, I do not think I need to improve




B means ‘I understand and perform well in this area’




C means ‘I understand but do not perform well’. I need more training.




D means ‘I do not understand what is expected of me’

Managers  Assessment of Work Practice  for
 ______________________________        Date___________
	
	A
	B
	C
	D
	Comment

	Ability to work to job description?
	
	
	
	
	

	Ability to recognise client’s immediate needs and respond to meet those needs?
	
	
	
	
	

	Ability to recognise clients long term needs?
	
	
	
	
	

	Does s/he have a good manner with clients?
	
	
	
	
	

	Ability to organise tasks designated to them?
	
	
	
	
	

	Understanding of the practical/technical skills required in role?
	
	
	
	
	

	Ability to work with drive and enthusiasm?
	
	
	
	
	

	Ability to use initiative and be creative?
	
	
	
	
	

	Ability to co-operative with  the staff team and Management
	
	
	
	
	

	Ability to communicate verbally?
	
	
	
	
	

	Ability to communicate in writing?
	
	
	
	
	

	Ability to respond to difficult situations?
	
	
	
	
	

	Is s/he an effective key worker?
	
	
	
	
	

	Is s/he reliable and on time?
	
	
	
	
	

	Is s/he a good team member?
	
	
	
	
	

	Ability to follow instruction from senior staff? 
	
	
	
	
	

	Is s/he willing take on extra work at short notice?
	
	
	
	
	

	Have there been any complaints concerning this member of staff?
	
	
	
	
	

	Issues re handing back shifts.
	
	
	
	
	

	Refusal to work with specific clients
	
	
	
	
	


Manager :-


Outcomes of Assessment for
 ___________________________________
   
Date _________________

A1 = excellent:     A = good:     B = acceptable:     C = needs to improvement:     D = unacceptable

	Topic
	A1
	A
	B
	C
	D
	Comment and recommendations e.g. training

	Understanding of Job Description
	
	
	
	
	
	

	Understanding of Company ethos
	
	
	
	
	
	

	Ability to work to Job Description 
	
	
	
	
	
	

	Ability to work to Policies and Procedures
	
	
	
	
	
	

	Ability to work to guidelines
	
	
	
	
	
	

	Ability to work to care plans
	
	
	
	
	
	

	Ability to follow instruction
	
	
	
	
	
	

	Ability to keep records
	
	
	
	
	
	

	Ability to get on well with clients
	
	
	
	
	
	

	Ability to work in a team
	
	
	
	
	
	

	Ability to work alone
	
	
	
	
	
	

	Ability to respect confidentiality
	
	
	
	
	
	

	Time Keeping
	
	
	
	
	
	

	Sickness levels
	
	
	
	
	
	

	Flexibility and willingness to cover shifts needed
	
	
	
	
	
	

	
	
	
	
	
	
	


continuation
Outcomes of Assessment for
 ___________________________________
   
Date  _________________

A1   excellent:     A   good:     B   acceptable:     C   needs to improvement:     D   unacceptable

	Topic
	A1
	A
	B
	C
	D
	Recommendation

	Appearance/dress code
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Areas of strength  1. _____________________________________________________________________
2.____________________________________________________________________________________
3.____________________________________________________________________________________
4. 

	Areas of weakness 1. _____________________________________________________________________

2.____________________________________________________________________________________

3.____________________________________________________________________________________

4. 


Discussion of  Staff Working Hours Commitment. _______________________________________________

 ________________________________________________________________________________________

________________________________________________________________________________________

Training Needs: _______________________________________________________________________________

________________________________________________________________________________________

Is the staff member suitable for promotion?______________________________________________

________________________________________________________________________________________

________________________________________________________________________________________
Final Recommendation/comment _____________________________________________________________ 

________________________________________________________________________________________

________________________________________________________________________________________
Manager :-_________________________________________

Date  _________________
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Assessment  of workers ability to work to Job Description








3 Sections should be completed at each supervision
Duties and responsibilities

1.
VALUES
1.1
Does the worker enable clients to lead fulfilling and rewarding lives so that they are able to play a full part in society?

1.2.
Does the worker show that s/he acknowledges that the people who use our services have the same rights as everyone else?

1.3.
Does the worker respect the privacy and dignity of each individual?

1.4.
Does the worker ensure that codes of confidentiality are adhered to?

1.5.
Does the worker endeavour to create opportunities for a valued lifestyle enabling clients to participate in regular and varied activity, this could include holidays?

1.6.     Does the worker ensure client care encompasses the “6 Values” (Privacy, Dignity, Independence, Choice, Rights, Fulfilment)?

1.7. Does the worker establish and maintain good relationships with clients, their families, Advocates and the General Public?

1.8
Does the worker assist clients to maintain contact with their families and friends? 
2.
Standards
2.1
Does the worker understand the need for quality standards (care plans) and how they can be used in monitoring the client’s care?

2.2. Does the worker assist in the co-ordination of care plans?

2.3. Does the worker ensure that any untoward incidents are reported to the person in charge, as soon as possible?

2.4. Does the worker ensure that daily records are precise, accurate and complete before the end of the visit/shift?  
3.
Personal
3.1
Is the worker open and honest in all matters that may affect the Team and Clients?

3.2 Is the worker flexible in responding to the changing needs of the clients and service?

3.3
Is the worker a good role model at all times?

3.3 Does the worker have knowledge of Manual Handling and Health and Safety at work? Does worker adhere to the policies and Procedures at all times? 

3.5
Is the worker able to receive and pass on information accurately on the appropriate forms?

3.6
Does the worker act in a professional manner?

3.7
Does the worker liaise and co-operate with other professionals and agencies?

3.8 Is the worker able to monitor own performance in implementing care plans through supervisions, appraisals, and training analysis?

4.
Clinical.

4.1
Does the worker have a basic knowledge of health needs of particular clients presently cared for?

4.2.
Does the worker work in line with client’s care plans to ensure consistency at all times?

4.3.
Is the worker an effective key worker?

4.4.
Does the worker have knowledge of medication being administered to clients? Does the worker adhere to administration of medication policy at all times?

4.5.
Does the worker have a basic knowledge of First Aid?

4.6.
Is the worker able to describe staff/client behaviour and environmental conditions in an objective and clear manner?

4.7.
Is the worker consistent in personal and joint approaches to client care and does s/he adhere to guidelines as directed?

4.8.
Is the worker able to plan and allow time for personal contact with clients in an appropriate manner?

4.9.
Does the worker understand the need for risk-taking in client care?

4.10 Does the worker understand the need for promoting decision-making with clients?

4.11 Does the worker ensure the client is safe before leaving a shift?

4.12 Does the worker ensure that cleanliness of clients is of the highest standard at all times?

4.13 Does the worker support Clients to be aware of their own personal appearance?

4.14 Does the worker support clients to keep their rooms and belongings clean and tidy?

5.
Management.

5.1.
Does the worker understand the staff /management structure of the service within which they work?

5.2.
Does the worker adhere to the Policies and Procedures of the Company?

5.3
Does the worker ensure that fire and evacuation procedures are fully understood and participate in practice fire drills? 

5.4
Does the worker make appropriate use of resources, ensuring that care is taken not to damage Company/Client property? 

5.5       Does the worker attend and contribute at meetings.

5.6       Does the worker ensure that property belonging to a client or the Company is not removed without                permission?

5.7      Is the worker aware of the Disciplinary and Complaints Procedure?

6.
Training.

6.1.
Does the worker participate in Training days as requested by Manager and Training Manager and adhere to the Training Policy.

6.2.
Has the worker participated in Induction Training and mandatory training, as appropriate, with annual updates? 

6.3.
Does the worker report to the line manager any difficulties that occur to prevent these procedures being carrying out?

7
FINANCE
7.1 Does the worker ensure that all client expenditure is documented with relevant receipts following the appropriate procedure?

7.2 Does the worker follow all company procedures when supporting clients in purchasing goods?

7.3 Does the worker understand the importance of financial independence and how this can be achieved with your client group?

7.4 Does the worker know the Finance Policy and Procedure.

8.
GENERAL.

8.1.
Is the worker aware of the Health and Safety Policy of the workplace? Does the worker contribute to the proper maintenance of buildings and their contents?  Does the worker deal with any matters arising, in the appropriate manner, to minimise risk of injury to clients and staff.

8.2.
Does the worker assist and co-ordinate in general household management and other domestic duties, assisting where necessary.

8.3.
Does the worker welcome all visitors with respect?

8.4 
Does the worker assist with preparing and serving meals? Does the worker ensure that high standards are maintained with regard to the storage, preparation, and serving of food? Does the worker oversee the client’s diet (where required) to ensure that a healthy and varied diet is available?   
8.5.     Does the worker ensure that 4 weeks notice is given to the Manager for holiday requests?

8.6
Does the worker escort clients in accordance with the Company Policy?

8.7 Does the worker help with preparation and participate in social functions.

8.8 Does the worker participate in client’s educational programmes as directed. 

· Teaching skills to individual clients

· Keep records of clients progress

· Ensure clients have opportunities to practice their skills

8.9
Does the worker assist clients to participate in the daily activities which have been organised e.g. crafts and educational tasks, games, reading, sports, visits?

8.10
Does the worker understand that the job description represents the broad framework of responsibilities and duties of the post, which may change as the services develops.  Following discussion and agreement with the worker, it may therefore be amended as necessary? 
COMMENTS  for discussion at Appraisal Meeting 
