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Interim Appraisal Form
This appraisal form provides a prompt to support staff to have interim appraisal conversations during the Coronavirus/COVID-19 incident. Guidance is available to support this document (see page 4).
Section 1: Reflect
	Health and wellbeing






	Work activity





 

	Role clarity






	Work relationships






	Values and behaviours (click to see values for Southampton,  Partnership,  West Hampshire)







	Learning










Section 2: Review
Review of your current objectives
	Objective
	Comments / progress
	Status 
(e.g. complete / 
to carry over / 
no longer relevant)

	



	
	

	



	
	

	



	
	

	



	
	

	



	
	



Section 3: Plan
	Your role






	Personal development




 

	General










Objectives – next three months
These may be a combination of health and wellbeing, work and personal development objectives.
	Objective
	Description of activities to meet objective
	Measures of success
	Timescale for completion

	



	
	
	

	



	
	
	

	



	
	
	

	



	
	
	

	



	
	
	



Final Comments
	Appraisee Comments
	






	Appraiser Comments
	






	Date of appraisal conversation
	










Interim Appraisal Guidance
This guidance is available to support you to have an interim appraisal conversation during the Coronavirus/COVID-19 incident, using the interim appraisal form.
It is important to remember that a good quality appraisal is all about having a good conversation, the documentation is simply a prompt to enable this conversation. The appraisee should be doing most of the talking. The appraiser’s main role is to ask open, coaching style questions, to enable the appraisee to think more deeply. 
This document guides you through three stages of reflect, review and plan.
Section 1: Reflect
This section should be considered / completed prior to the appraisal conversation by both the appraisee and by the appraiser (about the appraisee). This may be done in advance and sent to the appraiser, or notes brought to the appraisal meeting and discussed in detail together. The approach should be agreed between you.
A list of questions under each section are below to guide you through your reflections:
Health and wellbeing
· How are you feeling now?
· How have you been feeling over the last three months?
· How are you managing your health and wellbeing? What is / isn’t working for you?
· How are you managing your time and work/life balance?
· What support have you had from colleagues / line manager? 
· How have you supported your team?
· What additional support would have been useful?
Work activity
· What were you working on before Coronavirus/COVID-19?
· What have you been working on in since Coronavirus/COVID-19?
· What has gone well over this period?
· What have you achieved?
· What have you enjoyed?
· What has been more challenging / difficult?
· What have you done to overcome some of the challenges?
Role clarity
· How clear is your current role?
· Are there areas which have needed more clarity?
· How has your role fitted into the wider team and organisation?


Work relationships
· Who have been your key contacts and how are those working relationships?
· Is this different to before Coronavirus/COVID-19?
· How are your current working relationships?
· How do your colleagues see you?
· What could be better and how?
Values and behaviours
· How have you demonstrated our organisational values and behaviours at work during this period?
· What have you done well?
· What have you found more challenging?
· How would others describe you?
Learning
· What have you learnt (personally and/or work related) during this period?
· What personal development have you undertaken if any?
· How has your learning impacted your work?
· What will you do differently as a result of your learning?

Section 2: Review
This section is to discuss progress against previously set objectives. Some preparation should be undertaken by both parties before the appraisal conversation.
During your conversation you should discuss whether each objective has been met, whether it is still relevant in the current climate, or whether it has changed due to other reasons.
You should also talk about how each objective was achieved, to what level it was achieved and if there was anything you would do differently.

Section 3: Plan
You should aim to discuss future plans in depth at the appraisal meeting. During this time, many people are not undertaking the role they were employed to do, or may feel worried or uncertain about the changing times ahead. Many will need some clear direction to guide their work in the short term. The first part of this section is reflective and may be considered before the appraisal meeting and discussed in detail during the meeting.
A list of questions under each section are below to guide the appraisee and appraiser through the planning section:
Your role
· What currently motivates you at work?
· How clear is your current role?
· What do you want to / could do more of?
· What do you want to / could do less of?
· How would you like your role evolve or change?
· What stretch opportunities exist?
· What is the business need?
· What more could you do to support the organisational objectives?
Personal development
· What development do you think will help you do your job better?
· What development opportunities will you need to achieve your objectives?
· What support do you need to do this?
· How can you continue to develop your working relationships?
· What behaviours could you further develop and how?
· What statutory and mandatory training is required?
· How will you apply any learning? 
· Are there other roles you find interesting?
· How can you find out about the role requirements?
General
· What will good look like for you when we return to this conversation in three months’ time?
· What would you like to be doing in 3 months, 6 months, 12 months?
· What are the two key things your line manager can support you with in the next three months?

Objectives
The final part of the plan section is to agree a set of around three to five key objectives for the individual to achieve over the next three months. These may be a combination of personal development, health and wellbeing and work based objectives.
These objectives should provide role clarity and direction for the short term until things become clearer in relation to Coronavirus/COVID-19 and the direction of travel for the organisation as a whole.
Objectives should be SMART (specific, measureable, agreed, realistic, time bound).
Final Comments
This section is for the appraisee and appraiser to write any summary reflections or discussions.
Before you finish, set a date for a review meeting in three months’ time, and ensure that regular 1:1 meetings (at least once a month) are in place too.
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Other resources
A 38 minute webinar on Coaching Style Conversations through crisis and recovery - You don’t need to be a coach to have a coaching style conversation, is available and may help appraisers to plan for appraisal conversations in the current climate. You can also view the PowerPoint slides which accompany the webinar.
1

image1.jpeg
NHS

NHS Hampshire and Isle of Wight Partnership of Clinical Commissioning Groups
NHS Southampton City Clinical Commissioning Group

NHS West Hampshire Clinical Commissioning Group

Hampshire and Isle of Wight Sustainability and Transformation Partnership




