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Staff Performance Appraisal Form
Ffurflen Werthuso Perfformiad Staff
	Stages
	Quick Reference Guide

	Stage 1
	Member of staff to complete Sections 1,2,3 and 4 prior to appraisal meeting

	Stage 2
	Member of staff to send completed form to the Line Manager at least two weeks prior to the appraisal meeting

	Stage 3
	The line manager to review completed form and to complete Sections 2 and 3

	Stage 4
	The line manager and member of staff meet for appraisal review

	Stage 5
	A completed copy of the appraisal form is kept by both the line manager and the member of staff

	Stage 6
	A copy of Section 7 (only) is sent by the line manager to Staff Development


Section 1 - Your Details

Name______________________________________________________________
Job Title____________________________________________________________
School/Department___________________________________________________
Line Manager________________________________________________________
Date of Appraisal____________________________________________________

Section 2 – Performance Against the Previous Review Targets (Looking Back)
This section has been deliberately left blank - for 2012/13 appraisals only
Section 3 – Current Performance (Where You Are Now)

This section looks at how you are performing your role on a day to day basis. Again you will be required to grade these areas against the criteria listed below.
Looking at your current performance based on:
A) Your Job Description - This first part asks you to comment on the Areas of Achievement and Areas for Development in relation to your job description under the heading Comments on My Performance.
Please ensure you have read your job description and you feel it is up to date prior to completing these sections. If you feel your job description is not up to date contact your line manager and arrange for the job description to be updated.

When completing the section on Areas for Development please be as honest as possible. Areas identified for development may be due to your role changing, changes in technology etc. rather than as a result of underperformance.

Comments on My Performance

Areas of Achievement

Areas for Development









Grade 
In this section your manager will comment on your performance based on your job description.
Line Managers Comments on My Performance
Areas of Achievement

Areas for Development (if different from Appraisees)







Grade

B) The College’s Value Statements and Employee Standards - This second part of this section asks you to comment on your performance under the heading Comments on My Performance against the College’s Value Statements and Employee Standards. Please read the Value Statements and the Employee Standards (attached) before completing this section.
Comments on My Performance








Grade
Line Managers Comments on My Performance








Grade
Average Manager’s Score for Section 3               

 (Managers score for each area divided by 2)
Section 4 – CPD Completed
Please complete this section to reflect on skills and/or knowledge you have gained during the review period and how this has impacted on your performance.
	CPD Activity
	How Have You Used the Learning/Development?
	In What Way Has This Improved Your Performance?

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Section 5 – Setting Review Targets (Looking Forward)
This section is for you and your manager to discuss targets and objectives for the next review period; these will be set with your manager during the appraisal meeting. The targets should be linked to the NPTC Strategic and Operational Plan <links to the plans> where appropriate and should be SMART i.e. Specific, Measurable, Achievable, Realistic, Time bound.
	Targets
	Agreed Target Date
	How Will These Be Measured?

	1


	
	

	2


	
	

	3


	
	

	4


	
	


Section 6 – Additional Comments 
Additional Comments

Signed Staff Member__________________________________________________
Signed Line Manager__________________________________________________
Please sign to agree this is a true reflection of the appraisal meeting.
Section 7 – Development Needs

This section will be completed with your line manager at your appraisal meeting based on any identified development requirements from Section 3 and Section 5.

	Type of Development Required and How This Will be Achieved
	Reason for the Development
	Target Date

	
	
	

	
	
	

	
	
	

	
	
	


Sign and Print Name - Staff Member______________________________________
Sign and Print Name - Line Manager______________________________________
Please sign to agree this is a true record of the development needs discussed.
What Next?
Once the member of staff and line manager have completed the appraisal meeting, a full copy of the form should be given to the member of staff.
Section 7 should be copied and sent to Staff Development to ensure any development needs are arranged.

If a member of staff has scored a 1 for the Average Manager’s Score in Section 2 and Section 3 please pass a copy of the appraisal form to the Principal’s PA.

If a member of staff has scored a 3 or 4 for the Average Manager’s Score in Section 2 or Section 3 please pass the appraisal form to the manager’s manager for review.

Value Statements
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Neath Port Talbot College is committed to being:

· student and learning centred in our actions;

· caring and inclusive in our attitudes;

· responsible and respectful in our behaviour;

· bound by equity and diversity as our guiding principles;

· professional and corporate in our conduct; 

· enterprising and innovative in our outlook;

· tolerant and supportive in our responses.

Employee Standards (Employee Standards and Code of Conduct – Section 4.1)
Working with Learners

In their dealings with learners the College expects that all employees will:
· Always work to support learners’ learning and achievement.
· Ensure that the welfare of the learner is paramount.
· Treat learners with respect.
· Respect and adhere to the teaching and learning contract.
· Proactively promote high standards and expectations of learner   behaviour.
· Ensure their relationships with learners are never of a kind that could compromise their professional responsibilities or harm the learners in any way.
· Avoid behaviour that may be construed as aggressive or threatening.

Working with Colleagues

It is expected that all employees will:

· When it is appropriate deal with issues face to face or by telephone rather than by memo or email.

· Share information where appropriate.

· Be open and honest and challenge positively.

· Respect confidentiality and the right to dignity and privacy particularly when dealing with matters of a sensitive nature.

· Be supportive of colleagues and help them to learn and develop new skills.

· Accept that others make mistakes and support them in learning from the experience.

· Acknowledge and value the role of all colleagues.

· Work with others to achieve a fast and effective resolution to any conflict arising between staff.

· Attend relevant meetings punctually and contribute to them in a constructive manner.

· Return information requests promptly, with a NIL return if appropriate.

· Meet deadlines whenever possible and negotiate new deadlines in advance, only if there are legitimate reasons why they cannot be met.

· Reply to all forms of communication promptly even if only to acknowledge and give a date for a full response.

Working with everyone

It is expected that all employees will:

· Demonstrate polite and courteous behaviour to all colleagues, learners and stakeholders at all times.

· Wherever possible ensure that the needs of internal and external customers are paramount and are met to their satisfaction.

· Wherever possible ensure the particular and special needs of staff, learners and other customers are taken into account.

· Comply with all aspects of the diversity policy.  

· Refrain from using language or behaving in a manner that another person may find offensive.

Being corporate

It is expected that all employees will:

· Comply with College policies and procedures.

· Strive to improve the College through their own performance and attitude.

· Put the interests of the College above their own departmental interests.

· Take personal responsibility for, and pride in, the College environment.

· Maintain an awareness of whole-College issues through communication channels including briefings and newsletters.

· Ensure all staff for whom you are responsible are kept informed and are encouraged to feedback to you on College, department or individual issues.

· Avoid any sort of behaviour that is likely to bring the College into disrepute.

· Dress in such a way as to portray the College as a professional institution.

Being responsible

It is expected that all employees will:

· Take responsibility for their own personal and professional development in consultation with their manager.

· Confront rather than deny problems with their own performance.

· Communicate ideas and make suggestions for improvements to line managers, always looking for creative solutions to problems and positive contributions.

· Bring concerns to the attention of managers.

· Take responsibility for the timely delivery of tasks within their remit.

· Look after College premises and property which they use.

· Take responsibility for their own and others health and safety and assist in maintaining the security of the College.
Your performance is graded on a scale of 1 to 4 as follows:


1 = Excellent - 	Consistently exceeds job requirements


2 = Good - 		Meets job requirements to a satisfactory and consistent level


3 = Adequate - 	Meets job requirements at times but can be inconsistent and requires additional help


4 = Unsatisfactory -	 Performs below the requirements of the role
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