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Avon & Wiltshire Mental Health Parnership NHS Trust

Appraisal Policy
1. What this policy covers
We recognise that an appraisal plays a
fundamental role in supporting employees
and research clearly shows the resulting
improvement this has on the service and our
service users.
This policy forms the guidelines for a best
practice approach and also the national
increment requirements required in line with
‘Agenda for Change’ terms and conditions of
employment.
Further information can be found at the
following websites:
 Ourspace Link
 www.nhsemployers.org
This policy will:
 Clearly set the Trust expectations for
appraisal and incremental progression
 Help you understand your role in the
process
 Explain what will happen in situations
where
individuals
fall
short
of
expectations
 Explain how you can complain if you feel
unhappy with the assessment undertaken

The policy aims to establish a fair approach to
performance reviews and assessment of the
national terms and conditions criterion for
incremental progression.
This policy applies to all employees with the
exceptions of Medical and Dental who have a
separate arrangement. This policy does not
cover bank workers.
3. Responsibilities


2. Principles
The Trust is committed to ensuring
appraisals are completed yearly for all
employees as they play a fundamental role
in supporting and developing individuals.



The appraisal policy aims to ensure that
employees are clear about their role in the
team and the Trust and that contributions
and achievements are recognised.
The Trust Values and expected behaviours are
also crucial to an appraisal and will be
evaluated as part of the process:
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Executives/Senior Management have
overall responsibility for oversight of the
process and maintaining fair and
consistent application and monitoring
compliance rates in their areas.
Managers have a responsibility for
familiarising themselves with the best
practice guidance and fostering an
environment
of
honesty
and
accountability and assessing in a fair and
consistent manner. Managers are also
responsible for timely completion of an
appraisal and summary sheet alongside
updating the electronic record system
Employees have a responsibility for
familiarising themselves with the best
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practice guidance, for delivering their
objectives and highlighting issues/support
they may need to their manager. They
also have a duty to behave in a way that
demonstrates the Trust values.
4. Policy in Practice
Appraisal completion and records are
maintained using the IQ system. Both the
employee and managers are jointly
responsible for ensuring that appraisals are
completed at least eight weeks in advance of
any due incremental increase. This allows
time for full consideration and the
background payroll process to be completed
on time.
4.1 The Appraisal
Appraisals will generally be completed on a
one-to-one basis. Both manager and
employee should always seek informal
feedback on performance and behaviours
from others to bring to the appraisal,
including for example:




Colleagues
Team members and
Other managers

4.2 Pay Progression
Incremental progression is not automatic.
Prior to the appraisal conversation, the
manager should determine if this is an
incremental review. Both the manager and
the employee are jointly responsible for
ensuring the Appraisal Summary Record is
fully completed to instruct payroll of the
outcome.
4.3 Non-achievement
It may be determined that an increment is not
awarded because of:




Some teams choose to make use of group
appraisals. In this situation the participants
should have the process explained to them in
advance.
In certain circumstances, the line manager
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may delegate the appraisal process to other
senior members of the team who are
competent in completing appraisals. This is to
help manage the number of appraisals due to
be carried out by the manager. Support and
coaching for those carrying out appraisals can
be booked via the MLE system.





Not
meeting
objectives
and/or
demonstrating the required Trust values
and expected behaviours
Failure to complete statutory and/or
mandatory training in full
An active performance management issue
A formal disciplinary sanction which is still
in place
For line managers – all appraisals in their
team must be completed & submitted
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If the above standards are not met then the
appraisal should be recorded as not/partially
met, to match the incremental decision.
This decision should be clearly explained to
the individual and expectations going forward
explored. It should also be clearly recorded on
the Appraisal Summary Record.
4.4 Failure to attend/arrange appraisal
If an individual is unable to attend their
appraisal for any reason, the manager will
agree with them one further date to complete
this. Failure to attend the second date will be
considered as a failure to undertake appraisal
and pay progression will be deferred.
4.5 Absence
Where an employee has been absent from
work for an extended period (such as long
term sickness) and missed their appraisal,
their manager will ensure it is conducted
within 12 weeks of their return to work to
allow for completion of relevant statutory and
mandatory training.

4.6 Appeals
Every effort should be made to resolve issues
regarding the decision making process
informally in the first instance. Should
individuals feel aggrieved by the decision
made, then they should refer to the Trusts
Grievance policy.
5. Monitoring
The Trust will monitor the policy through data
gathering from the annual staff survey and
will use frameworks such as the strategic
workforce group to identify and where
appropriate, address disparities between
different groups.
Please review Ourspace for the appraisal
paperwork and best practice guidance.

Where there is a planned extended period of
absence (such as maternity), the manager and
employee should meet prior to the absence
to review and amend objectives so that an
employee is not disadvantaged.

Page 3 of 4

Avon & Wiltshire Mental Health Parnership NHS Trust

