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Purpose of the Report (select as appropriate)

Ar Gyfer Penderfyniad/For Decision

ADRODDIAD SCAA
SBAR REPORT

Sefyllfa / Situation

The People, Organisational Development and Culture Committee (PODCC) is asked to
approve the 1103 — Performance Management Policy (Appendix 1).

This report provides the required assurance that Policy 190 — Written Control Documentation
has been adhered to in the development of the above mentioned written control document and
that the document is in line with legislation/regulations, available evidence base and can be
implemented within the Hywel Dda University Health Board (HDdUHB).

Cefndir / Background

Is this a new or revised
document?

New

Brief summary of the
document

To ensure staff at all levels have clear performance objectives,
with agreed development plans to support the delivery of their
roles.

Scope of the document

This policy applies to all non-medical or dental employees of
the Health Board in all locations, including, temporary
employees and locums. Medical staff have a separate medical
appraisal system in place, however the principles of this policy
also apply to medical and dental staff.

Reason(s) for
Developing the
document

Improve/standardise clinical/organisational procedures

Response to complaint, incident or claim

Response to alert, safety notifications, Welsh Health Circulars
(WHC)

Re-organisation of service/department

New/amended legislation

All Wales (AW) document, national guidance to be adopted

Replacement/updating existing documents
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Other — provide details

Owning group

Name owning group: Workforce and OD (W&OD) Policy Group

Chair of owning group: Lisa Gostling, Director of W&OD

Date signed off by owning group:

Lead author

Jackie Wright — Culture & Workforce Experience Manager

Assurance

Equality Impact
Assessment

The attached (Appendix 2) EqlA is a full assessment.

Evidence base

Does the reference section list all the sources of evidence which
has informed the content of the document?

N/A

Did the Lead Author on behalf of the Owning Group source the
references themselves?

NO

Compliance with
legislation/regulation/alert

N/A

Targeted consultation of
key stakeholders

The revised policies have been reviewed with the involvement of
key stakeholders including a bespoke Task & Finish Group and
other colleagues as appropriate.

All those listed above have confirmed that:

e They are in agreement with their relevant section of the
content of the document.

e They are able to implement or comply with their relevant
section of the content of the document.

Collaboration with
others (interested
parties)

W & OD

Local Partnership Forum

Partnership Forum

Service Leads

Performance Management Policy Review Group

The above have confirmed that they are in agreement with all
sections of the policy

Global consultation

Global Consultation — 27.09.2022 — 11.10.2022.

No comments have been received during the global consultation
period.

Patient Information

N/A

Dissemination

Following approval, the policy will be shared on global email and
uploaded to the intranet site and will replace existing versions.

Implementation

Performance Management training is undertaken on a weekly
basis by the Culture & Workforce Experience Team.

Monitoring

Performance, Appraisal and Development Review (PADR)
compliance rates are monitored and reported into Welsh
Government.
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PADR compliance will be monitored via data analysis on a
quarterly basis and bespoke training will be undertaken with
services where support is needed.

Proposed review date of | 3 years

the document

Argymhelliad / Recommendation

The People Planning and Performance Assurance Committee is requested to approve the
1103 — Performance Management Policy.

Amcanion: (rhaid cwblhau)
Objectives: (must be completed)

5.14 Approve organisational Health and Safety Policies,
Procedures, Guidelines and Codes of Practice (policies
within the scope of the Committee).

Not applicable

Governance, Leadership and Accountability

Not Applicable

1F HR Offer (induction, policies, employee relations,
access to training )

10. Not Applicable

Gwybodaeth Ychwanegol:

Further Information:
Legislation and national policy

Contained within each written control document

As detailed in the assessment
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http://www.wales.nhs.uk/sitesplus/documents/862/WBFGA%20Annual%20Report%202018-2019%20English.pdf
http://www.wales.nhs.uk/sitesplus/documents/862/WBFGA%20Annual%20Report%202018-2019%20English.pdf

Effaith: (rhaid cwblhau)

Impact: (must be completed)

Unforeseen and unbudgeted costs of investigations and/or
defence of any legal action could arise from non-
adherence to the Policies

Staff accessing written control documentation which is out
of date, no longer relevant or contradicts current guidance
may have a negative effect on the quality, safety and
experience of care.

It may also lead to unwarranted variation in care delivery
The policy applies to all staff

The presence of written control documentation on the
intranet, outside of the Policies, Procedures and other
Written Control Documentation intranet webpage, may
result in staff accessing documents which are out of date,
no longer relevant, or contradicting current guidance

It is essential that the UHB has up to date policies and
procedures in place

Not applicable

Not applicable

A full equality impact assessment has been undertaken for
each separate policy/procedure
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Policy information
Policy number: 1103

Classification:
Employment

Supersedes:
045 - Performance Appraisal and Personal Developm

pens in new tab)

Local Safety Standard for Invasive Proced
N/A

os (LOCSSIP)

National Safety Standards for Invasive Pro
N/A

Version number:
1.0

Date of Equality Impa
Detail date of EqIA

Development and Culture Committee (PODCC)

Date made ac
Enter date madeé [ on by policy team)

Review date:

Enter review date (nor three years from approval date)
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https://hduhb.nhs.wales/about-us/governance-arrangements/policies-and-written-control-documents/policies/performance-appraisal-and-personal-development-plan-padr-policy/
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Summary of document:
To ensure staff at all levels have clear performance objectives, with agreed development plans to
support the delivery of their roles.

Scope:

This policy applies to all non-medical or dental employees of the Health Board in all locations,
including, temporary employees and locums. Medical staff have a separate medical appraisal system
in place but the principles of this policy also apply to medical and dental staff.

To be read in conjunction with:

133 - Equality, Diversity and Inclusion Policy (opens in new tab)

203 - All Wales Capability Policy and Procedure (opens in new tab)

142 — All Wales Grievance Policy - in draft currently

Learning and Development Strategy

314 - Medical Staff Appraisal Policy — in draft currently,

113 - Learning and Development Policy (opens in new tab)

443 - All Wales Pay Progression Policy (opens in new tab)

836 - All Wales Information Governance Policy (opens‘in hew tab)

173 - Freedom of Information and Environmental Information.Pélicy (opens in new tab)

Patient information:
Include links to Patient Information Libraky

Owning group:
W&OD Policy Group
Date signed off by owning4group

Executive Director job title:
Lisa Gostling — Director of Workforce/and Organisational Development

Reviews and updates:
1.0 — New_Policy

Keywords
PADR, PDP, Performance Appraisal, Personal Development Plan

Glossary of terms

PADR — Performance Appraisal and Development Review
CPD - Continuous\Personal and Professional Development
HIW — Health Inspecterate for Wales

NICE — National Institutefor Clinical Excellence

NPSA — National Patient Safety Agency

TNA — Training Needs Analysis

IMTP — Integrated Medium Term Plan

PDPs - Personal Development Plans

ESR — Electronic Staff Record

HR — Human Resources

HDdUHB - Hywel Dda University Health Board
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https://hduhb.nhs.wales/about-us/governance-arrangements/policies-and-written-control-documents/policies/equality-diversity-and-inclusion-policy/
https://hduhb.nhs.wales/about-us/governance-arrangements/policies-and-written-control-documents/policies/all-wales-capability-policy/
https://hduhb.nhs.wales/about-us/governance-arrangements/policies-and-written-control-documents/policies/learning-and-development-policy/
https://hduhb.nhs.wales/about-us/governance-arrangements/policies-and-written-control-documents/policies/all-wales-pay-progression-policy/
https://hduhb.nhs.wales/about-us/governance-arrangements/policies-and-written-control-documents/policies/all-wales-information-governance-policy/
https://hduhb.nhs.wales/about-us/governance-arrangements/policies-and-written-control-documents/policies/freedom-of-information-act-and-environmental-information-policy/
http://howis.wales.nhs.uk/sitesplus/862/page/60265
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Introduction

It is the policy of HDAUHB that all staff have continuous feedback on their performance. Itis
imperative that staff at all levels have clear performance objectives, with agreed development plans to
support the delivery of their roles and to align with the requirements of the 443 - All Wales Pay
Progression Policy (opens in new tab).

Policy statement

The purpose of this policy is to ensure that Hywel Dda University HealthdBoard (HDdUHB) has a clear,
consistent and fair performance management and development process and that there is a clear link
between individual contribution and achieving team, service and organisational strategic objectives of:

o erything we o ‘ﬂo‘vjnq toge,, the,
§ 2

1. Putting people at the heart of everything we do

2. Working together to be the best we can be

3. Striving to deliver and develop excellent services
4. The best health and wellbeing for our communities
5. Safe, sustainable, accessible, and kind care

6. Sustainable use of resources

The policy will align to one of Welsh Government’s four goalsforithe health and care system in Wales
(the Quadruple Aim) (opens in new tab) and\also support:

e A Healthier Mid and West Wales strategy (opens‘in new. tab)
e Workforce, OrganisatioaakRevelopmentand Eddcation Strateqy 2020-2030 (opens in new tab).

Scope

This policy applies tod@ll non-medical or dental employees of the Health Board in all locations,
including, temporary employees anddocums. These staff will get an annual yearly appraisal as a
minimum requirement. Medical staff have a separate medical appraisal system in place. The majority
of staff fall under. the terms and‘conditions of the Agenda for Change National Agreement, which
includes the Development Review, and forms part of the Agenda for Change national agreement.

Consultant medical staff'areisubject toyannual appraisal as set out in Advance Letter (MD)W5/2001.
Other grades of medical staff\within theiyorganisation will receive an annual appraisal; this will be
carried outiusing the pro forma, and process described in the above Advance Letter.

Equality

HDdUHB recognises,and values the diversity of its workforce. Our aim is to provide a safe environment
where all employees are tréated fairly and equally and with dignity and respect. The Health Board
recognises that the proamotion of equality and human rights is central to its work both as a provider of
health care and as an employer. This policy has been impact assessed using the Health Board
integrated impact assessment tool.

Aim and Objectives

An effective performance management system is key in supporting the delivery of the Health Board’s
strategic vision, purpose and objectives. All staff must be clear of what is expected of them in their roles
and how this contributes to the success of their teams and the organisation. Effective performance
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https://hduhb.nhs.wales/about-us/governance-arrangements/policies-and-written-control-documents/policies/all-wales-pay-progression-policy
https://hduhb.nhs.wales/about-us/governance-arrangements/policies-and-written-control-documents/policies/all-wales-pay-progression-policy
https://gov.wales/sites/default/files/publications/2019-04/a-healthier-wales-our-plan-for-health-and-social-care.pdf
http://www.wales.nhs.uk/sitesplus/documents/862/A%20Healthier%20Mid%20and%20West%20Wales%20%20Strategy1.pdf
https://nhswales365-my.sharepoint.com/personal/jackie_wright_wales_nhs_uk/_layouts/15/onedrive.aspx?listurl=https%3A%2F%2Fnhswales365.sharepoint.com%2Fsites%2FHDD_OD_Team-CultureandWorkforceExperience%2FShared%20Documents&viewid=13567872-2658-40a9-9137-df02787113fc&id=%2Fsites%2FHDD_OD_Team-CultureandWorkforceExperience%2FShared%20Documents%2FCulture%20and%20Workforce%20Experience%2FReports%20and%20Updates%2FWorkforce%20Organisational%20Development%20%20Education%202020-2030%20Final%2025%20Nov%2019%20%28002%29.pdf&parent=%2Fsites%2FHDD_OD_Team-CultureandWorkforceExperience%2FShared%20Documents%2FCulture%20and%20Workforce%20Experience%2FReports%20and%20Updates
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management is centred on agreeing clear objectives, discussing behavioural expectations and having
regular feedback to review progress and agree any development or resources required.

The individual and the organisation will benefit from having clear guidance and support to enable a
capable and highly motivated workforce clear on their role and expected behaviours as set out in the
HDdJUHB Values and Behaviour Framework (opens in new tab).

The organisation and the individual staff member benefits from the support and guidance given during
regular meaningful feedback conversations which will enable them to embed an organisational value
and be the best they can be. This results in an effective, efficient and highly motivated skilled
workforce,

Principles of Performance Feedback and Development
The delivery of high-quality care within the NHS depends©n every member of staff:

e Having a clear understanding of their role and the part they play in their team and the organisation.

e Having an agreed set of priorities and objectives for their work.
e Possessing and applying the knowledge and skills they need to'perform the role effectively and
achieve their objectives.

Performance management is aligning leaders,and staff to be ¢clear about expectations and objectives
and how their performance contributes to'the Health Boards strategic vision and success. It also
requires clarity on how progress with objectives are evaluated and'measured.

The need for regular, meaningful performance feedback'is one that requires a continuous process. It
involves ensuring that the work and performance of all staff contributes to the goals of teams, services
and HDdUHB as a whole# The aimto continuously improve performance through regular feedback
supports the wellbeing©f individuals, teams and maximizes workforce effectiveness.

The four key stages to theiapproachdare:

e Plan - Setting goals

e Act - Doing the,job and'developing

¢ Monitor — Ongoing feedback conversations, coaching and improvement
e Review (PADR) - Final,checkiin and rating

Benefits of Positive Performance Discussions
Regular perfermance discussions provide benefits to the workforce and organisation as detailed in
Appendix 12 (insert link)

Welsh Language

Colleagues wishing to conduct their appraisal in Welsh can request to do so if their line manager is a
Welsh speaker. All the documentation is available in the medium of Welsh to comply with Welsh
Language Standards and promote the use of the Welsh language where appropriate.

During at least one PADR discussion, managers and colleagues should review welsh language
proficiency and ensure it (or any changes) is updated in ESR. Colleagues should also discuss welsh
language skills development as part of learning needs if it would be beneficial to the delivery of their
work.

Policy Ref: 1103 Page 5 of 51 Version No: 1.0
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https://nhswales365.sharepoint.com/sites/HDD_Working-for-us/SiteAssets/Forms/AllItems.aspx?id=%2Fsites%2FHDD_Working-for-us%2FSiteAssets%2FSitePages%2FWorkforce-and-OD-Forms%2FValues-and-Behaviours-Framework-Booklet.pdf&parent=%2Fsites%2FHDD_Working-for-us%2FSiteAssets%2FSitePages%2FWorkforce-and-OD-Forms
https://nhswales365.sharepoint.com/sites/HDD_Working-for-us/SiteAssets/Forms/AllItems.aspx?id=%2Fsites%2FHDD_Working-for-us%2FSiteAssets%2FSitePages%2FWorkforce-and-OD-Forms%2FValues-and-Behaviours-Framework-Booklet.pdf&parent=%2Fsites%2FHDD_Working-for-us%2FSiteAssets%2FSitePages%2FWorkforce-and-OD-Forms

Quality and Assurance

The OD Department in collaboration with service leads, will quality assure the implementation of the
process and supporting documentation. This will be achieved through on-going quality checks, audits
and ESR data, to monitor compliance and quality, as well as through PADR leads established in
Directorates.

Performance metrics for PADR are as follows;

e 85% of staff have undertaken a Performance Appraisal & Development Review with their nominated
appraiser in a 12-month period.

85% of staff have a Personal Development Plan in place.

Training Needs Analysis (TNA) is completed annually from all areas.

Number of employees passing through pay progression.

Number of consultant and non-consultant career grade@ppraisals undertaken:

Pay Progression

The 443 - All Wales Pay Progression Policy (opensfin new tab) and Annex 23 of the NHS\Terms and
Conditions of Service set out five specific pay progression, standards, which outline the requirements to
be demonstrated before an employee is able to progress to themnext pay step point on their pay step
date.

Health Board Guidance

HDdUHB has developed guidance forms and checklists for. managers and staff providing a clear
explanation of the process and associated documentation. The,forms are available on the intranet
forms library. See Appendix SgABpendix 9, Appendix 40 and Appendix 11.

Staff who fall outside ofithe Agenda for Change Agreement (i.e. Directors, Medical and Dental staff)
should still follow thegrincCiples of the jguidance in this,document, excluding the references to the 443 -
All Wales Pay Progression Policy (opens in new tab):

Documentation

Copies ofthe framework and associated guidance for managers and staff including the PADR
documentation are available on the HDdAUHB Intranet are documented in from Appendix 1 — 12).

Responsibilities

Chief Executive

The Chief Executive holds overall responsibility for the effective management of the Organisational
Policy.

Executive Directors

Executive Directors have responsibility to ensure that:

e All staff within their responsibility are aware of and comply with the policy.

e All Executive Directors proactively role model the associate behaviours to build a performance led
culture.

Director of Workforce and Organisational Development
It is the Director of Workforce and Organisational Development’s responsibility to ensure that:
e The policy is formulated and disseminated.
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https://hduhb.nhs.wales/about-us/governance-arrangements/policies-and-written-control-documents/policies/all-wales-pay-progression-policy
https://nhswales365.sharepoint.com/sites/HDD_Intranet/SitePages/Forms%20Library/Forms-library.aspx
https://hduhb.nhs.wales/about-us/governance-arrangements/policies-and-written-control-documents/policies/all-wales-pay-progression-policy
https://hduhb.nhs.wales/about-us/governance-arrangements/policies-and-written-control-documents/policies/all-wales-pay-progression-policy

The policy is reviewed and updated.

Owning and monitoring the policy and audit the quality of the process
Ensuring all managers have access to suitable training

Reporting compliance to Welsh Government on an annual basis

Senior Managers, Heads of Services

It is the responsibility of all Senior Managers and Heads of Services to ensure that:

e The policy is disseminated throughout their respective services and departments

e All Senior Managers, Heads of Service proactively role model the associate behaviours to build a
performance led culture.

e All levels of staff within their department or professional group adhere to,this policy in all respects

e The Welsh Government compliance attained within their services through eompliance with this
policy by ensuring all staff have an annual PADR and PDP and build a performance led culture
through continuous feedback.

e Where development plans have associated costsddentified to support learning and,development,
authorisation processes are clear within the team

e The required Health Board process followed within the Health Board Guidance Documentation
reviews where individuals have not demonstrated the requisite delivery of objectives or knowledge
and skills and pay progression may be affected.

e Payroll notified in a timely manner using the defined Health Board process and documentation if a
member of staff should not progress through pay progression.

e All identified appraisers have the requisite skills‘andiknowledge toundertake an appraiser role. (An
appraiser may not necessarily be the appraisee’s line manager, but must supervise them
sufficiently on a regular basis).

e Collating all training needs identified through personal development plans into a local service-
training plan as part.of the Training Needs Analysis (TNA) process.

Heads of Department and Ward Managers

Ward Managers and Heads, of Department,are responsible:

e All Heads of Departments/\Ward Managers proactively role model the associate behaviours to build
a performance led culture.

e Thegeporting of the number of PADRs undertaken and Personal Development Plans (PDPs)
recorded in the Electronic Staff Record (ESR) to enable accurate corporate reporting monthly to the
Board.

e Ensuring all staff have annual PADR and PDP and gain regular performance feedback via one-to-
ones /'supervisions.

e Monitoring compliance of PADRs and PDPs locally with their team.

e Following required Health‘Board process within the Health Board guidance documentation
(accessed via theiintranet forms library (opens in new tab)) reviews where individuals have not
demonstrated the requisite delivery of objectives or knowledge, skills, and pay progression may be
affected, and notifying line manager and HR team throughout the process.

e All identified appraisers have the requisite skills and knowledge to undertake the role (An appraiser
may not necessarily be the appraisee’s line manager but must supervise them sufficiently on a
regular basis).

e Collating all training needs identified through Personal Development Plans into a Departmental
Training Plan, and submitted to the service manager for information/authorisation and then the
Learning and Development Department as part of the Training Needs Analysis process.

Policy Ref: 1103 Page 7 of 51 Version No: 1.0
Performance Management Policy

7/51 11/59


https://nhswales365.sharepoint.com/sites/HDD_Working-for-us/SitePages/Workforce-and-OD-Forms.aspx

Workforce and Organisation Development

The Workforce and Organisation Department are responsible for ensuring that:

e The policy is published, reviewed, updated and held on the Health Board intranet site.

e Training (opens in new tab) for appraisers and appraisees will be available for all staff to enable
them to participate in Performance Appraisal and Development Review.

e Records of attendance at training held on the Health Board ESR record:

The Employee

e Take personal responsibility to participate in regular 121’s, supefvision to gain feedback on their
performance.

e Follow the required Health Board process within the Health Board guidance documentation
(accessed via the intranet forms library) (opens in new tab):

e Undertake the Health Board’s Performance Management Training Workshop (opens in new tab).
e Have an annual PADR and PDP with their appraiser.

Data Protection Act 1998 / General DatayProtecfion Regulations 2016 or

any Subsequent Legislation to the same Effect

All documents generated under this policygincluding applications, and formal notes and documents
generated by managers and any review panel, that relate to identifiable individuals are to be treated as
confidential documents, in accordance with the 225 siGeneral Data Protection Policy (opens in new
tab). It is recommended that all parties familiarise themselves with the relevant parts of this policy.

Freedom of InformatiofipAct 2000

All Health Board records and documents, apart from certain limited exemptions, can be subject to
disclosure under the Freedom of Information Act 2000. Records and documents exempt from
disclosure, under mast circumstances, would include those relating to identifiable individuals arising in
a personnel or staff development context. Details of the application of the Freedom of Information Act
within the Health Board mayibe found in'the 178, Freedom of Information and Environmental
Information Peliey,(opens in‘new tab). It is recommended that all parties familiarise themselves with the
relevant parts of this policy.

Regords Management

All documents generated undenthis policyyincluding applications, and formal notes and documents
generated byymanagers and any.review panel, are official records of the Health Board and will be
managed and stored and utilised in accordance with the Health Board’s Records Management Policy
(opens in new tab).

Review

This policy reviewed inthree years’ time. Earlier review may be required in response to exceptional
circumstances, organisational change or relevant changes in legislation or guidance.

Monitoring

Details of all PADR'’s completed are recorded in a database and reported on periodically to the
Partnership Forum and the Health Board.
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https://nhswales365.sharepoint.com/sites/HDD_Workforce-development/SitePages/Performance-Management-PADR.aspx
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Discipline
Breaches of this policy being investigated and may result in the matter being treated as a disciplinary
offence under the Health Board’s disciplinary process. (See 201 - All Wales Disciplinary Policy and

Procedure (opens in new tab)).

Appendix 1 — tion Form
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NMC Standards for Education 2018:

Practice Supervisor / Practice Assessor
(Nursing & Midwifery staff only)

Ongoing Practice Supervisor (PS) and Practice Assessor (PA) Updating:
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Ongoing updating for PS and PA roles involves a blended learning approach. Within a three-year
period, registered health and social care professionals acting in either a PS or a PA capacity (or
undertaking both roles) must provide sufficient evidence of educational activities in order to
demonstrate up to date knowledge of the student programme/s they are supporting.

Practice Supervisors

Within Hywel Dda UHB all Trained Practice Supervisors are required to‘access a face to face update
with the Education Liaison Service (ELS)* at least once every 3 years. However PS can access an
annual PS update if they so wish.

Practice Assessors

Within Hywel Dda UHB all Trained Practice Assessors are required to access an annual PA update.

It is every PS & PA individual responsibility to ensure that they accessithe required updates and
maintain this portfolio to meet the Health Board and NMC standards.

| am completing this in my role of: | Practice Practice PS/PA
Please choose and confirm % Supervisor  pAssessor signature & date
YES NO

| have completed

Section 1. Personal Record in
my Practice Supervisors and
Practice Assessors/Portfolio
(page 4 in PS/PA Paortfolio)

| have completed

Section 2. Attendance at
Practice Supervisor or Practice
Assessor updates

(page' b in PS/PA Portfolio)

| have completed

Section 3. Involvement in
additional educational activity
(page 6 in PS/PA Portfolio)

| have completed

Section 4. Record of student
supervision and assessment
activity

(page 7 in PS/PA Portfolio)

| have completed

Section 5: Reflective Log to
record practice supervision and
assessment activities in which |
have been involved.
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| (page 8 in PS/PA Portfolio) | | | |

As an appraiser/reviewer, | confirm | have seen and reviewed the PS/PA portfolio and confirm
that it meets Health Board /Once for Wales and NMC standards for this year’s appraisal: Yes or
No

Reviewer Name Signature Role Date

If this review has identified that the PS/PA does_not currently meet the required standards, please
identify below the areas requiring action; and what action is planned and set a review date to fall
within 3 months of the date of this PADR.

Action plan to support role of PS/PA:

Area requiring action Action required Review date
within 3 months of
appraisal date

Outcome of progress review (to take place within'3 months of initial appraisal date)

As an appraiser/reviewer; | confirm that the additional actions taken (as above) have /have not been
achieved andscomplete.

Reviewer Name Signature Role Date

Appendix3= ClinicalkSupervision Form

Clinical Supervision : Guidance Plan for nurses in Hywel Dda University
Health Board 2021-2023

As part of and at the time of your annual PADR, Clinical Supervisors are required to provide evidence
of your activity as a clinical supervisor to the Team Leader, Education Liaison Service ELS who will
annotate and update the centrally held Clinical supervisor register.
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All trained supervisors will complete three yearly updates

Clinical supervisors will be required to provide evidence of having facilitated either 1:1 or group
supervision for a minimum of 4-6 hours per calendar year.

** Please forward a copy of Clinical Supervisors Self-Monitoring Template to Team Leader, Education
Liaison Service**

N3
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Please Jan Feb. March Apr. May Aug Oct Nov Dec

confirm 1:1 | Hrs. spent Hrs. spent Hrs. spent Hrs. spent Hrs. spent Hrs. spent Hrs. spent Hrs. spent Hrs. spent

OR group providing providing providing providing providing providing providing providing providing

supervision | Clinical Clinical Clinical Clinical Clinical Clinical ini Clinical Clinical
supervision | supervision | supervision | supervision | supervision supervision supervision | supervision

Total No. of

Hrs. spent

providing

Clinical

supervision
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Appendix 4 — How to Enter PADR Dates to ESR

Under Supervisor/Manager Self Service

ST s =
L Favories | 88 crace aicaters rome... x |
=3 511 Disco Ad Hoe My Team Personal Information

21 511 e-Learning Usar
£ 511 Element Entry - All Elements

—J 511 Element Entry - Expanses

- 511 Elemant Entry - Timeshaats

£ 511 Emploves Relations Administration

3 511 Empleves Sell Service

1 511 Employes Salf Service (Limited Access)
£ 511 Finance Reporting

1 511 HR Administration

—1 511 HR Data Entry

£ 511 HR Management

= 511 Inter Authos ity Trans!
—1 511 Intar Authority Trans

2 511 Learning Irstructor
~1 511 Learning Usor

J 511 Local HRMS Sysi
Administration

£3 511 Local HRMS User

J 511 Local Reports

I Personal Informaticn
| Contacts

| Absence Calendar

| Absence

| Property Register

My Toam Career Information
| Learning

[ Appra

H Comgliance and Compstency
H gualifications

@ Registrations and Membarships
@ suitability Matching

E

s ard Raviews

My Team Assignment Information
3l Employment Information
I Medical and Dental Job Plans

=3 511 Local Work

£ 511 Manager Self Serfice (Payroll Appravals

_ Not Required)

= 511 Manager Self Safvice (Payrall Approvals
Required)

23 511 Occupational Haalth Administrator
1511 Payroll Adminfstration

£ 511 Payrell Audit
- 511 Payroll Data fntry

Entry
J 511 Recruitr Data Entry
D 511 Supervisdl Self Service

3 Tyt i Ser DLimi

3 511 Vahicle Administration

=1 511 Vohiclo Administration & Expenses

£ 511 Vehicle Administration & Payroll Data
Entry

| Business Intalligence
| Discoverer Reports
| Discoverer Ad-Hoc Reports

Click on “Appraisal

IM & sty | b - ook {14 1R [ oo vt

Reviews”.

[V nocal ntraret | Protected Mode: OF

7= =
2] w0 e

n Progr Completed

Main Appraiser Reviewer and Participant

Appraisals and Reviews As Main Appraiser

Appraisals and Reviews In Progress

Selact All | Select Nooe

5e tabs pesi 2
be the Main Appraiser), click Visw Appeaisals and Reviews in People Hierar chy

= the Main Appraiser. To sa d Reviews for

wihich you may not

Crsmn| & sy

Lesseos, Jshios 1919 sl m
D Mre MroNels 198 Swed  Review | Open  Apr or E— T z +
Vivan 2017 %17 18 & s |@
5. Williams05, 18- 18- =
n [Mes. Judith, 16-Ape- |Saved  Review P Ape- | Apr Browse. & +
c 2017 217 2018 T s @
Lesse05, Amin0s, 12- 12+ =
M Mrs. 12-Apr- Apr pr- & +
Vivian |anthony 2017  [Saved  Review Gpen 2017 2017 Browss. s @
Leese0 imanesds 0 10 ol =
M s [Mis 12-Ape- lape [ner g +
Vidsn Momics 2017 sawed  Review | Open 2017 20t 5 _Browse.. | s @ L
Lesse0s, imenesds 2 2 =
M Mrs. Mis 12 Apr Apr- Apr & +
Vivian |Monica 2017  |Saved  Review Gpen 2017 [2018 &5 Browse. 7 @
Leese0S oshi0s 0 .
[ Mrs  Mrs Nesls 12-Apr Saed  Raviaw Open apr A Browse. & +
Viden 2017 217 2018 5 s (@
Lesse05 ashios 2 2 u
[ Mrs MrsNests 12Ape Saved  Review Open Ape | Apr B, & *
Vivian 2017 2017 2018 & 4 &
Leaset MansgerGS, rRTS .
7 mrs. Miss -Apr- Apr- Apr- & +*
Viian_Michalla 2017 _sed _eviswe_|__onan o7 0105 sowse. | 2 @ =
FErrr TR fra~ %o =

BoFIN@E0 mem
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You will then see all staff within your hierarchy click on ‘Action’ against the relevant staff to insert PDR
dates

=lei x|

iMorMainAppraiserPGROAFune =HHS_HR_MGR_MH_appr_s = |2 || < [0 Bin |2 -

{3 - B) - (4w - Page~ Safety - Tools- -

Home Logout Preferences

Help

In Progress: Main Appraiser >

Create Standard Appraisal: People in Hierarchy

@ TIP Click the action button next to the employee you wish to action. Click the details button for more information about the employee.

:

B Leese05, Mrs. Vivian
R Admin05, Mr. Anthony 20103006 Administrative and Clerical|Clerical Worker 511 Acute Nurse Management

3 =

Jimenes0S, Miss Monica 20095339 Nursing and Midwifery Registered|Staff Nurse 511 Ward 10 @ = ]

Joshi0S5, Mrs. Neela 20095096 ry Registered|Staff N 511 Ward 10 3 @

hd Manager05. Miss Michelle 20103161 ry Registered|Nu 511 Acute Nurse Management > =]
Nelson0S. Mr. Art 20095224 vifery Registered|Stal 511Ward 10 e =]
Sandwell0S, Mrs. Paula 20094970 idwifery Registered|Staff Nurse 511 Ward 10 b =

Senior05, Miss Susan 20103258 v Register Nurse Pr 511 Clinical Governance Support i ]
Williams05, Mrs. Judith 20095469 Nursing and Midwifery Registered|Staff Nurse 511 Ward 10 i =

< Wright05, Ms. Dierdre 20059559 Additional Clinical Services |Health Care Support Worker 511 Ward 7 =] =]

Return to Appraisals and Reviews

=l
[Pone [T [ [ | [Localintranet | Frotected Mode: OFF [¢a ~[Rwow - .

Lrstart| & AutoPlay | 1] tnbox - Microsoft Qutiook | 4 11 Reminders |[& oracie seif service Hu... ) Document1 - Mcrasoft ...

eriod End Date, Template — click on the
k GO, choose the KSF Review template.

(Please note the incorrect fo

2023)

at:- start - 6 July 2021, end - 6 July 2022, next appraisal date -

Manually delete the
undertook the review.

date as it will have deferred to today’s date and put in the date you

Main Reviewer if this is blank, Click Save and Close
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/= Oracle Self-Service Human Resources: Create Standard Appraisak Setup Details - Windows Internet Explorer -8 x|

@7\‘: - |g http: fesrirain.mhapp.nhs.uk:8064/0A_HTML/OA.jsp?_rc=HR_PERSON_TREE_TOP_SS& _ri=8008pCaller=NHS_HR_MGR_MN_APPR_SS80AFunc=xxHR_sTANDARD_2 ] | €2/ % | | 2 Bing | £ |-
»

v| # Logacl (€ Orade Self-Service Huma... X i - - [ pmn v Page~ Safety > Tools - (@~

E m TP.LY My Team Career Information Home Logout Preferences Help

Create Standard Appraisal: Setup Details

Steplof2
pre Save and Close Add Details

Employee Name Sandwell05, Mrs. Paula
Employee Number 20094970

Setup Details

& TIP You cannot change the appraisal template or the assignment after clicking Next

* Indicates required field
* = ) ;
Review Type | | @ [April ~||2017 -l®

* Period Start Date li @ o
* Period End Date li @ o
* Template I Q 2 3 4 5 6 7 8

* Appraisal Date m @ [6) 9 10 11 12 13 14 15
Next Appraisal Date Ii @ o 16 17 18 19 20 21 22

Assignment Number 20094970 23 24 25 26 27 28 29
* Main Reviewer ILeeseDS Mrs. Vivian Q 30 1 2 3 4 5 6

Save and Close Add Details

Home Logout Preferences Help

Copyright (c) 2006, Oracle. All rights reserved.

Switch to Mobile

[pene [ T [ [ S ocalintranet | Protected Mode: OFF [h~[®wo% - 4

ﬂslartl 1§ AutoPlay i~ Inbox -Microsoft Qutiook | 4 11Reminders (& orade Self-Service H.. #4] Document1 - Microsoft ... &) N W ) os:3s mE

d side within the Portal

Dashhoard Business Services Authorit

S Tell Us What You Think

ESR Navigator

Click here to share your experiences of

Go into Manager or Supervisor Self Service access

Click on ‘Appraisals and Reviews’ and select member of staff via ‘Details’

ESR (for previous PADR dates)
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If staff are not showing there this means there is no up to date appraisal; click on ‘View Appraisals
and Reviews in People Hierarchy’

Click on ‘Action’ for the person you are searching for
Look to left and click on ‘View’
Click on drop down arrow l
Click on ‘All’

Press ‘GO’

Click on ‘Details’ on the date you wish to view
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Appendix 5 — PADF PDP Form

PERSONAL DEVELOPMENT PLAN P

Before any additional development is undertaken the member of staff M ed their minimum mandatory training

Signature of AppPraisee: ........cccccciiretbie cdfeniinne e

Signature of APPraiSer: ........cccccccccceeiumseereererrrrrnnnssssssss s sssssssnssseee
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Appendix 7 — Leadership PADR Form

My Name: My Job Ti

Department:

Review Period Start Date: d Date

Appraiser Name::

Date:

a) What have bee

e been the challenges for me this year?
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What are my SERVICE objectives for the next year?

What are my TEAM objectives for the next yé
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Q? Working together Striving to Develop @ Putting People at the
o to be the best we & deliver excellent eart of everything
can be services e do

1.Complete 100% compliance on
mandatory training ESR

2. Engage with &
complete yearly PADR
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http://howis.wales.nhs.uk/sitesplus/documents/862/Values%20Booklet%20Proof%2014%20-%20Final.pdf
http://howis.wales.nhs.uk/sitesplus/documents/862/Values%20Booklet%20Proof%2014%20-%20Final.pdf

3. Ensure compliance WLS compliance
with the Welsh
Language Standards

and promote and
facilitate the use of
the Welsh Language in
the workplace
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http://howis.wales.nhs.uk/sitesplus/862/page/75371
http://howis.wales.nhs.uk/sitesplus/862/page/75371

Identify below the learning & development needs requi
objectives ~

o fulfil/maintain your personal

Please refer to Appendix 2
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Please refer to Appendix 3

General comments regarding this review period

What are my career aspirations for ext 12 mont

all assessment of the individual’s performance during the
equiring improvement.
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http://howis.wales.nhs.uk/sitesplus/862/opendoc/497606

26/51

Step 1

(See the All Wales Pay Progression Policy)
Step 2

progression policy, see below?

1 Appraisee has achieved their objectives

2. The appraisal process has been completed within the last 12
months and outcomes are in line with the organisation’s stan

3. The appraise has achieved 100% compliance for mandato
training

4. There is no formal capability process in place for the

5. There is no formal disciplinary sanction live on
record

6. The appraiser must complete the Pay Affectin
Appraisal on ESR (See ESR MSS41 online traini

Is this PADR a pay affecting progression appraisal?  Yes [ ] No [] (if yes go to Step 2 below)

Has the appraisee achieved their objectives for the previous year and met the standards of the pay

[1 No []
] No [
[] No [
[ 1 Disagree []
isagree []

ted []

My appraiser

Date of Next Re
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http://www.wales.nhs.uk/sitesplus/documents/862/443-AWPayProgressionPolicy.v2.pdf
http://www.roadmapeducation.online/Roadmap_Guides/Manager_SS/MSS41/
http://www.roadmapeducation.online/Roadmap_Guides/Manager_SS/MSS41/
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Appendix 7 — Leadership PADR Form

My Name:

Department:

Review Period Start
Date:

Appraiser Name::

'hat have been tt or me this year?

Appraiser Job Title

Pay Number:

b) What have been the challenges for me this year?
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What are my SERVICE objectives for the next

What are my TEA
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can be

QQO Working together
o to be the best we

services

1.Complete mandatory
training for myself &
ensure that my team
completes all
mandatory training

100% compliance on
ESR

Striving to Develop @ Putting People at the
& deliver excellent heart of everything

e do

2. Engage with &
complete my yearly
PADR

ESR data comp

3.Ensure that I ha
undertaken regular 1
1’s and completed the
PADR process with my

100% corr

for my team i
ce with the All

5.Undertake rec
Team Brief with
team

6. Actively promote staff
health & well-being
within my team
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http://www.wales.nhs.uk/sitesplus/documents/862/768-AW%20NHS%20Wales%20Managing%20Attendance%20at%20Work%20Policy2.pdf
http://www.wales.nhs.uk/sitesplus/documents/862/768-AW%20NHS%20Wales%20Managing%20Attendance%20at%20Work%20Policy2.pdf
http://www.wales.nhs.uk/sitesplus/documents/862/768-AW%20NHS%20Wales%20Managing%20Attendance%20at%20Work%20Policy2.pdf
http://www.wales.nhs.uk/sitesplus/documents/862/768-AW%20NHS%20Wales%20Managing%20Attendance%20at%20Work%20Policy2.pdf
http://howis.wales.nhs.uk/sitesplus/documents/862/Values%20Booklet%20Proof%2014%20-%20Final.pdf
http://howis.wales.nhs.uk/sitesplus/documents/862/Values%20Booklet%20Proof%2014%20-%20Final.pdf

7. Ensure compliance WLS compliance
with the Welsh
Language Standards and

promote and facilitate
the use of the Welsh
Language in the
workplace
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http://howis.wales.nhs.uk/sitesplus/documents/862/Welsh%20Language%20Standards%20doc%20-%202020.pdf
http://howis.wales.nhs.uk/sitesplus/documents/862/Welsh%20Language%20Standards%20doc%20-%202020.pdf

Identify under the headings below the learning & development needs required to
fulfil/maintain your personal objectives
Development to meet objectives Refer to Appendix 5

Are you on the NMC register?

If ‘yes’ please refer to Appendix 1

~

A\ N

Please refer to Apper ‘ ‘

General comments,regarding this review period
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http://howis.wales.nhs.uk/sitesplus/862/opendoc/501985
http://howis.wales.nhs.uk/sitesplus/862/opendoc/464181
http://howis.wales.nhs.uk/sitesplus/862/opendoc/464182
http://howis.wales.nhs.uk/sitesplus/862/opendoc/497606

What are my career aspirations for the next 12 months?

Provide a summary of your overall asses
review period, including any areas req

I’'s performance during the

Is this P
(See the A

a pay affecting

es Pay Prog ion Policy)

Step 2
Has the appraisee
progression policy,

1 Appraisee has achieved their objectives within the review period Yes (] No

gression appraisal?  Yes [ | No [] (if yes go to Step 2 below)

d their objectives for the previous year and met the standards of the pay

2. The appraisal process has been completed within the last 12 Yes [] No
months and outcomes are in line with the organisation’s standards
3 Appraisals have been competed for all their staff Yes [l No
as required.
Policy Ref: 1103 Page 32 of 51 Version No: 1.0
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33/51

4. The appraise has achieved 100% compliance for mandatory
training

5. There is no formal capability process in place for the appraisee

6. There is no formal disciplinary sanction live on the appraisee’s
record

7. The appraiser must complete the Pay Affecting Progression
Appraisal on ESR (See ESR MSS41 online training)

Yes [] No L]
Agree [ ] Disagree []
Agree [ | Disagree []

Completed []

I am committing to this by signing :

My manager agrees by signing :

Date of Next Review:
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http://www.roadmapeducation.online/Roadmap_Guides/Manager_SS/MSS41/
http://www.roadmapeducation.online/Roadmap_Guides/Manager_SS/MSS41/
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Appendix 8 — Appraisee Guidance

PERFORMANCE APPRAISAL DEVELOPMENT REVIEW
GUIDANCE FOR APPRAISEES

To be used by appraisees for Core and Leader DR’s

My Details / My Appraiser’s Details

My Name:

Department:

Review Period Start Date: Date

Appraiser Name:: Appraiser Job Title

Pay Number:

Personal Objectives Review - to be completed by the appraisee during the
discussion

a) Wha been the s sses for me this year?

bjectives agreed at your last review? What has gone well since
S specific as you can!

Have you achie
your last review?

For example;

e A learning or development opportunity that you have been able to apply to
your role.
e A specific job or issue that went really well and that you learnt from.
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e Involvement in a project or activity outside your normal role that has
developed you as a person, or provided skills that you can transfer to your
role.

e Achievements which have been highlighted in your ongoing 1-2-1's? (see
PADR appendix 5)

b) What have been the challenges for me this year?

Have you had difficulty achieving your agreed objectives from your last review? What have
you learnt during the last 12 months about yourself, others and your work?

For example:

Any new changes you are unsure abodt.

Equipment or procedures you’d liketto feel more confident with.

Any difficult situations that you would'like to havé dealt with differently.
Anything you have tried to achieve that'was not as successful as you would
have hoped.

Think about the reasons why you féel things could have been better and anything you
could have done differently to overcome the issues.

Objective Setting

What are my SERVICE objectives for the next year?

Are you aware of the HealthsBoard’s objectives'and how you fit in?

What are my TEAM objectivesifor the next year?

Yourimanager will discuss the team objectives and how they relate to you and your role
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What are my PERSONAL objectives for the next year? (Max 8 objectives). How do
they relate to the Organisational Values? (click here Hywel Dda University Health Board |
Values - Introduction for further guidance)

Working together Putting People at the
to be the best we 8 o heart of everything we
0 3 can be f : Cf do
G >

Core & Leadership PADR
There are 2 core objectives for all staff:
1 Complete all mandatory training

2 Engage with & complete yearly PADR
In addition to your core objectives you should agree your personal objectives with your
appraiser, ie:

e What are you required to do for your job for the next year? Your objectives should
relate to the 3 Organisation Values and should\be specifi€, measurable, achievable,
realistic, timed (SMART) (Appendix 3)

e Think about your personal development objectives for the next year.

e How are you going to achieve them?

e When are you going to achieve them?

e How will you know when you have achieved them?

e How will you promote health & well-being within your.team or the wider
organisation? Click hére Heaith Promotion andéAdvice

Leadership PADR only
There are 5 core @bjectives for all staff managers;
1. Ensure your staffimembersicomplete mandatory training updates within the year.
2. Undertake regular 1-2-1/6 and complete PADR with your team (see PADR appendix
5).
3. Manage sickness absence in accordance with the All Wales Managing Attendance at
Work Policy
4. Undertaken regularisTeam Brief with your team.
5.. Have you actively promoted staff health & well-being
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http://howis.wales.nhs.uk/sitesplus/documents/862/Values%20Booklet%20Proof%2014%20-%20Final.pdf
http://howis.wales.nhs.uk/sitesplus/documents/862/Values%20Booklet%20Proof%2014%20-%20Final.pdf
http://howis.wales.nhs.uk/sitesplus/862/page/69920
http://www.wales.nhs.uk/sitesplus/documents/862/768-AW%20NHS%20Wales%20Managing%20Attendance%20at%20Work%20Policy2.pdf
http://www.wales.nhs.uk/sitesplus/documents/862/768-AW%20NHS%20Wales%20Managing%20Attendance%20at%20Work%20Policy2.pdf

Personal Development Plan

Identify under the headings below the learning & development needs required to
fulfil/maintain your personal objectives

Development to meet objectives (click here for Hywel Dda e-Prospectus) identify
category (Health Board Priority / CD1 / CD2)

Before any additional development is undertaken you must have attained the minimum mandatory
training

Is there any additional training/development that will enhance your knowledge and skills for
your role for example; shadowing a colleague, mentorshipy.in house training courses

What can you do to take ownership of your own leatning?

General Comments

Any general comments regarding this review period

What are my career aspirations for the'next 12 months?

e What are YOUR personal. aspirationsdfor the future?
e What is your real passion?

e Where da'you want to be?

e What are your.long term plans?

« How can the HealthiBoard and others help you?

Pay Progression (To be completed by Appraiser)

Step 1

Is'this. PADR a pay affecting progression appraisal? Yes[ ] No [l (if yes go to Step 2
below) (See the All Wales Pay Progression Policy)

Step 2

Has the appraisee achieved their objectives for the previous year and met the standards of
the pay progression policy, see below?

1 Appraisee has'achieved their objectives Yes [ ] No ]

2. The appraisal process has been completed within Yes [ ] No []
the last 12 months and outcomes are in line with
the organisation’s standards

3. The appraisee has achieved 100% compliance for Yes [ ] No []
mandatory training
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4. There is no formal capability process in place for Agree [ | Disagree [ ]
the appraisee

5. There is no formal disciplinary sanction live on the = Agree [ ]| Disagree [ |
appraisee’s record

6. The appraiser must complete the Pay Affecting Completed [ ]
Progression Appraisal on ESR (See ESR MSS41

online training) ‘

Summary (To be completed by Appraiser)

Provide a summary of your overall assessment of the indi
review period, including any areas requiring improvemen

ormance during the

To be completed by your manager

I am committing to this by s

My appraiser agrees by signing

Date of Next R
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Appendix 9 — Appraiser Guidance

PERFORMANCE APPRAISAL DEVELOPMENT REVIEW
GUIDANCE FOR APPRAISERS

To be used by appraisers for Core and Leadership PADR’s

My Details / My Appraiser’s Details

My Name: My Job Title:
Department: County:

Review Period Start Review Period End Date
Date:

Appraiser Name:: Appraiser Job Title
Date: My Pay Number:

Personal Objectives Review - to be completed by the appraisee during the
discussion

a) What'have been the successes for me this year?

e Has the staff member met their objectives agreed at the last review?

e Are there any specific incidences that have gone well for this team member?

e Have they been involved in projects or learning activities outside their normal
role?

e Have you had positive feedback about this team member from a third party?

e Has this team member shown improvement in an area where they previously
had difficulty?
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« What achievements have been highlighted in the staff member’s ongoing 1-
2-1’s? (see PADR appendix 5)

b) What have been the challenges for me this year?

e Is there anything specific that you are aware of that could be improved by
your staff member?

e Are you aware of any situations where the team
things differently?

er could have handled

Objective Setting

Discuss the team obje 0 the staff member and their role
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What are my PERSONAL objectives for the next year (Max 8 objectives)? Use SMART
Guidance (Appendix 3). How do they relate to the Organisational Values? (click here
Values and Behaviours Framework Staff Information Booklet for further guidance)

e . ¥ % .
. Working together to \k o Putting People at the
= be the best we can heart of everything
be weddo

Core & Leadership PADR
There are 2 core objectives for all staff:

3 Complete all mandatory training
4 Engage with & complete yearly PADR

In addition to your core objectives youfshould agree your personal objectives with your
appraiser, ie:

« What is the staff member required to do for.the next year? Their objectives
should relate to the 3 Organisation Valuesiand should be specific, measurable,
achievable, realistic, timed (SMART) (Appendix 3)

« How will they promote Health & well-being within their team or the wider
organisation? click here Health Promotion‘and Advice
« Think about their personal development ebjectives for the next year

and how you can suppofrt themsto.meet their objectives.

Leadership/Management PADR only
Thereé are 5 core objectives for allmanagers with staff responsibility, plus up to 10 individual
objectives;
There are 5 core objectives for all staff managers;
1. Ensure your staff members complete mandatory training updates within the
year.
2. Undertake regular 1-2-1's and complete PADR with your team (see PADR
appendix 5).
3. Manage sickness absence in accordance with the All Wales Managing Attendance
at Work Policy.
4. Undertaken regular Team Brief with your team.
5. Have you actively promoted staff health & well-being
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Personal Development Plan

Identify under the headings below the learning & development needs required to
fulfil/maintain your personal objectives

Mandatory Training (click here Mandatory Training Matrix for further guidance)

Is all mandatory training up to date/attendance booked?

Development to meet objectives (click here for Hywel Dda e-Prospectus)identify category
(Health Board Priority / CD1 / CD2)

Before any additional development is undertaken the staff member must have
attained the minimum mandatory training

Is there any additional training/development that will enhance the staff member’s
knowledge and skills in their role. For example; shadewing a colleague, mentorship, in
house training courses

General Comments

Staff member to complete

What are my career aspirations for the next 12 months?

Staff member to complete

Summary (To be completed by Appraiser)

Provide a summary of your everall assessment ofithe individual’s performance during the
review period, including any areas requiring improvement.

Summarise your overall'assessment of the staff member’s performance during this review
period

Pay Progression (To be completed by Appraiser)

Step 1

Is this PADR a pay.affecting progression appraisal? Yes[ ] No[] (if yes go to Step 2
below) (See the All Wales Pay Progression Policy)

Step 2

Has the appraisee achieved their objectives for the previous year and met the standards of
the pay progression policy, see below?

1 Appraisee has achieved their objectives Yes [] No []
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2. The appraisal process has been completed within Yes [ ] No []
the last 12 months and outcomes are in line with
the organisation’s standards

3. The appraisee has achieved 100% compliance for Yes ] No ]
mandatory training
4. There is no formal capability process in place for Agree [ | Disagree [ ]

the appraisee
5. There is no formal disciplinary sanction live on the
appraisee’s record
6. The appraiser must complete the Pay Affecting
Progression Appraisal on ESR (See ESR MSS541
online training)

Disagree [ ]

Completed [ ]

I am committing to this by signing :

My appraiser agrees by signing :

Date of Next Review:
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Appendix 10 — Checklist for Appraisees

PERFORMANCE APPRAISAL DEVELOPMENT REVIEW (PADR)

CHECKLIST FOR APPRAISEES

[1)  Preparation

Has your appraiser approached you to arrange a time and place that is

convenient for both of you? []
Has your appraiser advised you if this review is a pay affecting progression
review []
Have you received an appraisal pack including;
e Blank PADR form to complete (you can choosé whether you return this ~ []
to your appraiser before the meeting or bring it with you).
e Guidance notes and checklist to help with preparation. ]
e A copy of last year’s review. 0
To get the most from your conversation(please take some time to prepare and
think about your development objectives: If.thereiis . anything you are unsure of, [ ]
please contact your appraiser
If applicable have you forwarded.your professional portfolioto your appraiser
(1 week before the review) ]
|2)  The Conversation
It is your conversation about you — your past, present and future. To make the
most of it, engage fullyiin the process
Be preparedto doimost of the talking. Your appraiser should be predominantly
asking you questions and listening ]
Be honest with each other, as this will help the learning. Acknowledge what
has gonewwell and what you have learnt. Help each other to get the best from L]
yourself‘at work
If this is a pay-affecting progression review your appraiser will discuss this with
you and confirm'if you have reached the required standards to receive your ]
pay step point
Enjoy it — it’s your dedicated time!
[3) Recording
Make sure that one of you is recording the conversation so that you are both
clear about what you need to do following your PADR and for the coming year. [ |
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Ensure that your line manager has recorded the review dates in ESR

[]
If this is a pay affecting progression review your appraiser must ensure that the
pay step submission process is completed on ESR. ]
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Appendix 11 — Checklist for Appraisers

PERFORMANCE APPRAISAL DEVELOPMENT REVIEW
GUIDANCE FOR APPRAISEES

To be used by appraisees for Core and LeadM)R’s

My Details / My Appraiser’s Details

A

My Name:

Department:

Review Period Start Date: d Date

Appraiser Name::

Date:

N

Personal Objectives Review - to be completed by the appraisee during the
discussion

Pay Number:

a) Wh sses for me this year?

Have you achie
your last review?

jectives agreed at your last review? What has gone well since
specific as you can!

For example;

e A learning or development opportunity that you have been able to apply to
your role.
e A specific job or issue that went really well and that you learnt from.
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e Involvement in a project or activity outside your normal role that has
developed you as a person, or provided skills that you can transfer to your
role.

e Achievements which have been highlighted in your ongoing 1-2-1's? (see
PADR appendix 5)

b) What have been the challenges for me this year?

Have you had difficulty achieving your agreed objectives from your last review? What have
you learnt during the last 12 months about yourself, others and your work?

For example:

Any new changes you are unsure abodt.

Equipment or procedures you’d liketto feel more confident with.

Any difficult situations that you would'like to havé dealt with differently.
Anything you have tried to achieve that'was not as successful as you would
have hoped.

Think about the reasons why you féel things could have been better and anything you
could have done differently to overcome the issues.

Objective Setting

What are my SERVICE objectives for the next year?

Are you aware of the HealthsBoard’s objectives'and how you fit in?

What are my TEAM objectivesifor the next year?

Yourimanager will discuss the team objectives and how they relate to you and your role
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What are my PERSONAL objectives for the next year? (Max 8 objectives). How do
they relate to the Organisational Values? (click here Hywel Dda University Health Board |
Values - Introduction for further guidance)

Working together Putting People at the
to be the best we “f o heart of everything we

can be + Cf do

Core & Leadership PADR
There are 2 core objectives for all staff:
5 Complete all mandatory training

6 Engage with & complete yearly PADR
In addition to your core objectives you should agreé your personal objectives with your
appraiser, ie:

e What are you required to do for your job for the next yeaf?Your objectives should
relate to the 3 Organisation Values and should be specific, measurable, achievable,
realistic, timed (SMART) (Appendix 3)

e Think about your personal development objectives forithe next year.

e How are you going to achieve them?

e When are you going to achieve them?

e How will you know when you have achieved them?

e How will you promoteshealth & well-being within your téam or the wider
organisation? Click here Health.Promotion and Advice

e Has your manager explained the Turnaroeund Programme to you? Are you able to
offer any ideas to save money and improve efficiency

Leadership PADR only
There are_Sscore objectives for all staff managers;
6. EnSure your staff members complete mandatory training updates within the year.
7. AUndertake regular, 1-2-1's and complete PADR with your team (see PADR appendix
5).
8. Manage sickness absence in accerdance with the All Wales Managing Attendance at
Work Policy
9. Undertaken regular Team Brief with your team.
10. Have'you actively promoted staff health & well-being
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Personal Development Plan

Identify under the headings below the learning & development needs required to
fulfil/maintain your personal objectives

Development to meet objectives (click here for Hywel Dda e-Prospectus) identify
category (Health Board Priority / CD1 / CD2)

training

your role for example; shadowing a colleague, mentorshipy.in house training courses

What can you do to take ownership of your own leatning?

Before any additional development is undertaken you must have attained the minimum mandatory

Is there any additional training/development that will enhance your knowledge and skills for

General Comments

Any general comments regarding this review period

What are my career aspirations for the'next 12 months?

e What are YOUR personal aspirations(for the future?
o What is your real passion?

e Where do you want to be?

e What are your long term plans?

o How can the HealthiBoard and others help you?

Pay Progression (To be completed by Appraiser)

Step 1

2 below) (See the All Wales Pay Progression Policy)
Step 2

the pay progression poli€y, see below?
1 Appraisee has achieved their objectives Yes ] No

2. The appraisal process has been completed within Yes [ ] No
the last 12 months and outcomes are in line with
the organisation’s standards

3. The appraisee has achieved 100% compliance for Yes [ ] No
mandatory training

Is this PADR a pay affecting progression appraisal? Yes[ ] No[] (if yes go to Step

Has the appraisee achieved their objectives for the previous year and met the standards of

[]
[]
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4. There is no formal capability process in place for Agree [ | Disagree [ ]
the appraisee

5. There is no formal disciplinary sanction live on the Agree [ | Disagree [ ]
appraisee’s record

6. The appraiser must complete the Pay Affecting Completed [ ]
Progression Appraisal on ESR (See ESR MSS41

online training) ‘

Summary (To be completed by Appraiser)

Provide a summary of your overall assessment of the indi
review period, including any areas requiring improvemen

ormance during the

To be completed by your manager

I am committing to this by s

My appraiser agrees by signing

Date of Next R
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Appendix 12 — Benefits of Positive Performance Management

Regular performance discussions can provide the following benefits (which are in no particular order):

For Staff:

e Provides clarity and understanding of how each individual contributes to the vision and direction of
their service and the Health Board;

¢ Improves communication and working relationships between leaders and colleagues. Leaders can
facilitate and empower rather than control and restrict their teamt Showing appreciation, respect,
compassion and a commitment to develop and value individual’s skills;

e Increase job satisfaction by clarifying roles, objectives and acknowledging.achievements;

e Offers opportunity for learning and development for career advancementand,pay progression.

For our Patients and Stakeholders:

e Provides a system which allows us to continually improve our standards of care and patient
outcomes;

e Provides a positive environment and service which meets patient needs;

e Makes the Health Board and workforce accountable for the services that we provide;

e Provides a basis for effective communication.

For the Organisation:

e Identifies Health Board priorities and ensures everyone is,working together and focusing on

achieving them;

Provides an understanding of thexdevelopment néeds of staff;

Ensures work is achiéved on time to agreed standards and with the resources and skills needed;

Provides evidence'of continuous improvement;

Improves decision making;

Encourages behavior which is consistent.with the'organisation’s Values and Behaviors

Framework;

Provides a competent and highly motivated workforce;

e Improves productivity;

e Can support a reductioniin mortality rates — Appraisal (PADR) has the strongest link with overall
patient mortality — An organisation that trains 20% more appraisers who appraises approx. 20%

more staff is likely to have 1.090 fewer deaths per 100,000 admissions;
Source: Effective Human Resource Management & Lower Patient Mortality, Carol Borrill & Michael West, Aston University (2015)

Conclusions drawn based on analysis of two specific areas of mortality:
deaths after admissions for hip fracture, and deaths within 30 days of emergency surgery
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15. Equality Impact Assessment

Q G |G Bwrdd lechyd Prifysgol
dL?D Hywel Dda

N HS University Health Board

SUMMARY EQUALITY IMPACT ASSESSMENT

Organisation: Hywel Dda University Health Board

Proposal Sponsored | Name: Jackie Wright

by: Title: Culture and Workforce Experience Manager
Department: Workforce & OD

Policy Title: 1103 - Performance Management Policy

Brief Aims and An effective performance management system is key in supporting the delivery of the Health
(0] JIY (VCER l 2o [T Board’s strategic vision, purpose and objectives. All staff must be clear of what is expected of
them in their roles and how this contributes to the success of their teams and the organisation.
Effective performance management is centred on agreeing clear objectives, discussing
behavioural expectations and having regular feedback to review progress and agree any
development or resources required.

The individual and the organisation will benefit from having clear guidance and support to
enable a capable and highly motivated workforce clear on their role and expected behaviours
as set out in the HDdUHB Values and Behaviour Framework (opens in new tab).

The organisation and the individual staff member benefits from the support and guidance
given during regular meaningful feedback conversations which will enable them to embed an
organisational value and be the best they can be. This results in an effective, efficient and
highly motivated skilled workforce.
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Was the decision Yes
reached to proceed

No

to full Equality
Impact Assessment?:

If no, are there any Yes
issues to be

No

addressed?

process for staff who require it.

Managers will ensure that PADR’s are undertaken with individuals in an environment which is
suitable for their individual needs eg: quiet areas for people with sensory loss, hearing loss,

learning disabilities etc. Any reasonable adjustments will be made throughout the PADR

Is the Policy Lawful? Yes

No

Will the Policy be Yes
adopted?

No

If no, please record the reason and any further action required:
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Are monitoring

arrangements in
place?

Who is the Lead
Officer?

Review Date of
Policy:

Signature of all
parties

Yes No

PADR compliance will be monitored via data analysis on a quarterly basis and bespoke

training will be undertaken with services where support is needed.

Name: Lisa Gostling

Title: Director of Workforce & OD

Department: Workforce

Name Title Signature

Lisa Gostling Director of
Workforce & OD

Jackie Wright Culture and Jackie Wright
Workforce 6/10/2022
Experience

Manager
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Please Note: An Action Plan should be attached to this Outcome Report prior to signature
N/A at this stage
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