

	Staff Appraisal Guidelines


Markings of 1 – 5 are based on the following criteria:
1.	Does not meet the requirements of the role and performance is unsatisfactory.
2.	Fully meets the requirements of the role but not all objectives achieved and additional focus required.
3.	Fully meets the requirements of the role and all objectives achieved to an acceptable standard.
4.	Fully meets the requirements of the role, some objectives exceeded and seeks to improve at all times.
5.	Exceeds the requirements for the role and consistently exceeds objectives and achieves excellence in all he/she does.

Whilst the appraisal is principally for the benefit of the individual, effective appraisals help the business to achieve its goals. It should challenge underperformance in a constructive manner and inspire and motivate to even greater levels of performance.
The very best appraisal meetings focus on:
· Feelings – it is always helpful to get an individual to open up about how they feel about their performance, their environment, their skills etc as feelings drive behaviours and therefore results.
· Facts – how is the individual performing against their objectives? it helps to be able to say ‘what I saw was…, what you did was…, what I heard was’…i.e. make it factual.
· Future – what does the individual need to do differently going forward, what training or coaching or other support is required. Also, it may cover what role the member of staff is working towards in the future.
· Feedback – what can you, the individuals line manager do to help or support them going forward. Be open to critical feedback.
One hour should be set aside in both diaries and the meeting should be conducted in a relaxed environment without interruptions.
Remember – this meeting is a formal opportunity to praise. Most people do something well – recognising it with a simple well done or thank you means far more than we realise.
Finally – the member of staff should leave the meeting feeling that you showed interest in them, displayed empathy, and offered support and that it was an experience, not a process.
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