
Performance Management – Action Planning, Development and Appraisal Review forms
These forms are to be used setting out the targets and objectives for the year and then carrying out the annual review.  It is intended that as part of the action planning process discussion takes place about what is required to be delivered, what behaviours should be used to enhance how this is done and what personal development might be needed to improve performance.

While wider contribution can not be always be planned, it is good practice to have a discussion about this at the action planning stage and consider what options there may be.  This should then be part of the mid year and annual appraisal review discussions.  Further guidance can be found in the Total Contribution Pay (TCP) Guide. 

It is essential that the requirements are clear and specific as this will form the basis of the annual appraisal review meeting and inform the Total Contribution Pay assessment.

Further guidance about preparing for, and holding, appraisal meetings can be found in the TCP Guide.

Performance and delivery against the action plan should be monitored on a regular basis.  Often this will be at monthly meetings but as a minimum a half year review should take place and be recorded.

As part of the Action Planning, Development and Appraisal Review process, it is important that managers complete with their staff a Two Ticks – Positive about Disabled People form to identify any barriers that affect an individual’s ability to do their job or access training/ development and whether any additional support or adjustments are necessary throughout the year. 
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PERFORMANCE MANAGEMENT – ACTION PLANNING & SETTING EXPECTATIONS
What are the requirements for delivery over the next year?  These should be discussed and monitored over the year and will form the basis of the end of year assessment which informs progression under Total Contribution Pay.

	Link to Business Plans or unit objectives
	What is required to be delivered over the year?  Be clear and specific about the intended outcomes, measures and target dates.
	Describe the way in which this should be done i.e. What are the requirements around the behaviours to be used?
	What gaps are there in the skills, knowledge or behaviours needed to deliver our values and expectations?  Be specific about how will gaps be filled? 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Add more boxes if required

Are there any other behaviours which are being developed on either an individual or team basis?  If so please record below:
	Behaviour
	Current Position
	Any gaps with reasons?
	How can you bridge the gap and how can your manager help?

	
	
	
	

	
	
	
	

	
	
	
	


Are there any other development needs that are to be addressed over the year?  Include eg personal development, qualification courses and specific skills:
	Business Plan link if relevant
	What is the development need?
	How will this be met?
	When (target date)?
	Cost and funding source (if known)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Agreed

Appraisee ………………………………………….. Date ………….
	Agreed

Appraiser ………………………………………….. Date ………….


PERFORMANCE MANAGEMENT – MID YEAR REVIEW
The expectations that were set out in the action plan should be reviewed and changes formally noted.  This may be the addition or deletion of objectives or changes to required outcomes, time scales etc.

	Objective
	Agreed Changes

	
	

	
	

	
	

	
	

	Other comments or notes

	

	Notes on any wider contribution that has taken place 

	


PERFORMANCE MANAGEMENT – ANNUAL APPRAISAL REVIEW
With specific reference to the expectations that were set in the action plan (and reviewed over the year), describe delivery and outcomes at the end of the year.  This will form the basis of the annual assessment for TCP purposes, so it is important that sufficient detail is included to justify the assessment recommendation.  Please refer to the assessment definitions to assist with this.
	What was delivered over the year?  Be clear about the actual outcomes and any quality measures and dates.  Where planned outcomes and targets were not met, these should be stated with reasons given.
	Describe how this was done.  Were the behaviours as required and what difference did this make to the level of delivery?  Be clear about all behaviours including those that fell short of requirements and those that enhanced outcomes.
	Was personal development undertaken and how was it used to enhance delivery at an individual, team or wider level? What were the specifics in terms of impact for the person and the organisation?

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Add more boxes if required
If there were other behaviours that were developed on either an individual or team basis please record the outcomes below:

	Behaviour
	Current Position
	How this is being demonstrated and impact on the organisation 
	Is there any further development needed?

	
	
	
	

	
	
	
	

	
	
	
	


If there were any other development needs that were to be addressed over the year please record the outcomes below.  Include eg personal development, qualification courses and specific skills:

	What was the development need?
	Was this met and if so how?  If not, why not?
	What was the specific outcome and how has delivery and performance changed? What is the impact on the organisation? 

	
	
	

	
	
	

	
	
	


Describe all Wider Contribution that was made – when was it and what was the impact?

	


General Comments 

	


Appraisal Rating: __________________________________________
Grandparent’s Comments

	


Post Holder’s Comments

	


Signed:
	Appraiser ………………………………………………………….
	Date ……………………………………

	Appraisee ………………………………………………………….
	Date ……………………………………

	Grandparent ………………………………………………………
	Date ……………………………………
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