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.1
 General  

• All appraisers should have attended the Trust’s appraisal training course and be familiar with the 
appraisal documentation. 

• All appraisals should be completed before a staff member’s incremental date. 

• Incremental dates can be obtained from the Electronic Staff Record (ESR) Self-Service function found 
by accessing Business Intelligence Report / Staff in Post dashboard / incremental date column. 

• Appraisers should bring any performance matters to the staff member’s attention as soon as they arise 
(not wait until their appraisal) so that supportive action can be taken. This will ensure staff are given 
sufficient time to make sustained improvements. 

Line manager:  

• Establishes a timetable for all appraisals. 

• Identifies the name of an appraiser for 
each staff member. 

Appraiser agrees date, time and location of 
appraisal with appraisee 

(At least three weeks before the meeting to allow 
preparation time, ensuring appraisees have 
access to documentation and understand how to 
prepare for their appraisal). 
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Once a date has been set: 

Both appraisee and appraiser prepare for the meeting. 
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Hold appraisal discussion: 

• A two-way dialogue reflecting on last review period. 

• Appraisee shares career and development aspirations. 

• Appraiser provides motivational and development feedback. 

• Appraiser and appraisee discuss and agree SMART (See Section 4) objectives for the coming 12 
months. 

• Identify any gaps in knowledge, skills that are likely to hinder them achieving incremental progression. 
Where appropriate agree remedial action and timescale. 

  

Jointly set objectives ensuring: 

• They are SMART (Specific, Measurable, Agreed, Relevant and Time-specific) (See Section 4). 

• Maximum of five. 

• They are based on the Trust’s and department’s objectives and personal needs of the individual. 

• Jointly develop a Personal Development Plan referring to: 

▪ The Study Leave Policy for All Staff (Excluding Doctors and Dentists). 

▪ Learning and development opportunities document (see Appendix 3). 

Line manager in conjunction with appraiser: 

• Records completed appraisals on ESR 
within two working days of discussion taking 
place. 

• Completes pay progression record (see 
Appraisal and Progression Policy: 
Supporting Documents Section 5). 

• Ensures copies of appraisal documents and 
pay progression record are placed on 
individual’s personal file. 

Where a staff member fails to achieve the 
required criteria for pay progression, appraiser: 

Ensures a Contract Amendment Form (CAF) is 
submitted to the Payroll Department as soon 
as possible and in time to with-hold payment of 
an increment from the incremental date. 

http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10334127
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10141790
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10141790
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Data Protection Act 2018 (UK General Data Protection Regulation – GDPR) 
Legislation. 

The Trust has a duty under the Data Protection Act 2018 and UK General Data Protection 
Regulations 2016/679 to ensure that there is a valid legal basis to process personal and 
sensitive data. The legal basis for processing must be identified and documented before 
the processing begins. In many cases we may need consent; this must be explicit, 
informed, and documented. We cannot rely on opt out, it must be opt in. 

Data Protection Act 2018 and UK General Data Protection Regulations 2016/679 is 
applicable to all staff; this includes those working as contractors and providers of services. 

For more information about your obligations under the Data Protection Act 2018 and UK 
General Data Protection Regulations 2016/679 please see the Information Use Framework 
Policy or contact the Information Governance Team. 

Royal Cornwall Hospital Trust rch-tr.infogov@nhs.net 
 

mailto:rch-tr.infogov@nhs.net
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1. Introduction 

1.1. The delivery of high-quality patient care within the Royal Cornwall Hospitals 
Trust (RCHT) critically depends on every member of staff (clinical and non-
clinical): 

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

• Having an agreed set of priorities and objectives in their work. 

• Possessing and applying the knowledge and skills they need to perform that 
role effectively and to achieve their objectives. 

1.2. Appraisals are a pivotal process within the Royal Cornwall Hospitals Trust 
(RCHT). They provide an opportunity for individuals to ‘step off’ from their busy 
jobs to formally reflect on their role and identify any gaps in their knowledge and 
skills. It is also an opportunity to look at developmental activities to close that 
gap and enable the individual to grow in both competence and confidence. 

1.3. It is an opportunity for the appraiser to formally assess the individual’s 
performance – against the standards and competencies of their job role – 
although there is an expectation that this is an on-going process throughout the 
year; the appraiser is also able to formally acknowledge the achievements of an 
individual and the part they play in their role and their team. There should be no 
surprises. 

1.4. The appraisal outcomes should act as a “road map” – setting the direction for an 
individual and providing a personal and professional development focus for the 
coming 12 months. 

1.5. This process also aims to provide individuals with a greater understanding of the 
link between their personal objectives and those of their team and the 
organisation as a whole. 

1.6. The changes to the NHS National Terms and Conditions of Service Handbook 
(specifically Annex 23, formerly Annex W) implemented in 2013, identify that an 
individual’s pay progression is dependent upon their ability to demonstrate that 
they have achieved and / or maintained the required level of knowledge, skills 
and performance within their role. 

1.7. Incremental pay progression is therefore linked to the appraisal process. 

1.8. This version supersedes any previous versions of this document.  

2. Purpose of this Policy / Procedure  

This policy aims to: 

• Set out the approach to the annual appraisal and development process. 

• Provide consistency across the Trust ensuring that all staff members benefit from 
regular appraisal and development. 

https://www.nhsemployers.org/publications/tchandbook
https://www.nhsemployers.org/publications/tchandbook
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• Outline when and how appraisals should take place, taking into consideration 
what constitutes an effective appraisal and personal development planning. 

• Confirm the Trust’s approach to the annual appraisal process and its formal links 
to pay progression. 

• Ensures that staff members who are able to demonstrate that they have achieved 
the required levels of performance, and have consistently maintained these, 
receive incremental pay progression. 

3. Scope 

This policy applies to all staff employed by the Trust with the exception of medical 
and dental staff who should refer to the Medical Appraisal and Revalidation Policy, a 
copy of which can be found in the Medical Staffing section of the HR folder on the 
Trust’s document library. 

4. Definitions / Glossary 

Appraisal – The meeting, attended by a designated supervisor and staff member, at 
which the staff member’s overall performance during the past year is discussed 
jointly. The objectives agreed at the previous appraisal are reviewed and new 
objectives for the coming year are developed and agreed. 

Appraiser – The person responsible for facilitating the staff member’s appraisal – this 
is usually their line manager but may be delegated to a staff member who holds a 
supervisory role. 

Appraisee – The staff member receiving and taking part in the appraisal. 

Electronic Staff Record (ESR) - An integrated HR and Payroll system for NHS 
organisations which has a range of functions and enables employers to record 
information about employees including, for example, appraisal renewal and 
completion dates. 

Incremental Pay Point – Incremental pay progression for all pay points within each 
of the nine NHS pay bands (1-9) will be conditional upon individuals demonstrating 
that they have the requisite knowledge and skills / competencies for their role and that 
they have demonstrated the required level of performance in accordance with the 
Trust values and associated behaviours framework (see Appendix 4) and delivery 
during the review period. Please see Section 6.6.11 for additional criteria applicable to 
staff on pay bands 8C, 8D and 9.  

Incremental Date – The date on which incremental progression will take place, 
normally on an annual basis, provided the appropriate level of performance and 
delivery has been achieved during a review period.  

Personal Development Plan (PDP) – A written plan for an individual staff member 
that outlines the development activities which will support the achievement of their 
objectives and improve their level of performance. 

  

http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10220572
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Review Period – The time period during which the staff member undertakes their 
objectives and completes their PDP. This is usually a one-year period. However, mid-
year reviews are good practice. 

Revalidation (Nurses and Midwives) – The process by which nurses and midwives 
demonstrate to the Nursing and Midwifery Council (NMC) that they continue to remain 
fit to practice in line with the requirements of their professional registration. 

SMART Objectives – Specific and realistic written tasks agreed jointly by the 
supervisor and staff member which the staff member is expected to achieve within an 
established timescale. These should be measurable and have defined outcomes: 

• Specific: Clear and unambiguous as to what the staff member must achieve. 

• Measurable: Must identify how the objectives can be measured. 

• Agreed: Agreement to follow the objectives and Achievable but Flexible so that 
they can be adjusted in light of changes. 

• Relevant: Relevant to the job and shortfall in performance. 

• Time specific: Have a time limit for review. 

Trust Values and Behaviours Framework - a set of values and associated 
behaviours’ framework (developed by staff) which aims to provide clarity to all staff 
regarding mutual expectation in respect of behaviours, and the importance of routinely 
applying these to create a positive, open and honest working environment. 

5. Ownership and Responsibilities  

5.1. Role of the Chief Executive 

The Chief Executive holds overall responsibility for this policy and for ensuring 
the existence of a culture where staff are encouraged to deliver a high quality 
performance and develop to their full potential. 

5.2. Role of the Chief People Officer 

Responsible for developing strategies to support a fair and consistent culture in 
which excellent performance is encouraged and personal developments 
supported. They are responsible for the integration of the process into the 
business planning processes and ensuring the policy is up to date and in line 
with legislation and good people management practices. 

5.3. Role of Trust Executive Directors, Associate Directors and 
Heads of Service 

Executive Directors, Associate Directors and Heads of Service responsible for 
ensuring: 
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• Appraisals are recognised and prioritised as a critical activity within the 
Trust’s day to day business. 

• High quality, consistent annual appraisals are undertaken by all appraisers 
and that personal development is supported and delivered. 

• Line managers and / or appraisers are aware of their responsibilities and are 
suitably trained to undertake appraisals. 

• The implementation, where applicable, of the additional criteria applicable to 
individuals on pay points 8c, 8d and 9 (non-recurring pay progression 
beyond the first four pay points - see Section 6.6.11). 

• Compliance with annual appraisal is maintained at or above the Trust’s 
target. 

• Action is taken when compliance falls below the Trust’s targets. 

5.4. Role of Line Manager 

Line Managers are responsible for:  

• Ensuring staff have appropriate management support and regular feedback 
to enable them to perform to the expected standards. Ensuring any learning 
and / or developmental issues are identified and addressed. 

• Proactively bringing any concerns about a staff member’s performance to 
their attention as soon as the issue becomes apparent, trying to establish 
reasons for it and ensuring supportive, corrective action taken as 
appropriate. Ensuring staff are made aware of the possible impact of poor 
performance on their pay progression. 

• Ensuring all staff they line manage have an annual appraisal. Failure to do 
so could result in the line manager not receiving their annual pay 
progression if the reason for this is due to their poor performance. 

• Ensuring that they are competent to facilitate an appraisal through 
completion of appropriate training. 

• Understanding both the Trust’s and their department’s objectives / priorities 
and applying these into an individual’s objectives for the next 12 months. 

• Facilitating the completion of mandatory training and other educational 
activities that are identified in the staff member’s Personal Development 
Plan (PDP) (see also Study Leave for All Staff (Excluding Doctors and 
Dentists). 

• Facilitating a fair and honest discussion of the staff member’s performance 
taking into account the staff member’s own views. This includes an objective 
assessment of the staff member’s achievements and performance over the 
last review period, there should be no surprises. 

http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10334127
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10334127
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• Ensuring that an appraisal takes place before a staff member’s incremental 
date. For nurses and midwives this should also take account of their 
revalidation date (see ‘Definitions’ Section 4). 

• If appropriate, submitting appropriate documentation to Payroll with regards 
to non-incremental pay progression as soon as possible but at the latest 
before the fourth day of the month in which the date of the incremental 
progression is due. 

• Updating Electronic Staff Record (ESR) within two working days after an 
appraisal has taken place. 

5.5. Role of Appraiser if Not the Line Manager 

Appraisers are responsible for:  

• Ensuring that they are competent to facilitate an appraisal through 
completion of appropriate training. 

• Understanding both the Trust’s and their department’s objectives / priorities 
and applying these into an individual’s objectives for the next 12 months. 

• Facilitating the completion of mandatory training and other educational 
activities that are identified in the staff member’s PDP see also Study Leave 
Policy for All Staff (Excluding Doctors and Dentists). 

• Facilitating a fair and honest discussion of the staff member’s performance 
taking into account the staff member’s own views. This includes an objective 
assessment of the staff member’s achievements and performance over the 
last review period. 

• Ensuring that an appraisal takes place at least three months before a staff 
member’s incremental date. For nurses and midwives this should also take 
account of their revalidation date (see ‘Definitions’ Section 4). 

• If appropriate submitting appropriate documentation to Payroll with regards 
to non-incremental pay progression as soon as possible but at the latest 
before the fourth day of the month in which the date of the incremental 
progression is due. 

• Updating ESR within two working days after an appraisal has taken place. 

5.6. Role of Individual Staff 

All staff members are responsible for:  

• Participating in an annual appraisal. 

• Ensuring they are compliant with mandatory and where applicable, all 
professional training requirements for their role. 

• Undertaking a self-assessment and reflecting on any aspects of their job role 
that may require further development. 

http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10334127
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10334127
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• Providing feedback from their self-assessment and discussing the identified 
“gaps” in skills and knowledge during the appraisal, identifying possible 
learning and development to close the gaps. 

• Jointly setting SMART (See section 4) objectives for the coming 12 months. 

• Contacting their manager at least one month before their appraisal is due if 
an appraisal date has not already been scheduled, so that a date can be 
arranged. 

• Maintaining evidence of any learning and development that they have 
completed during the review period. 

5.7. Role of Learning and Development Team 

The Learning and Development Team is responsible for:  

• Supporting managers and staff to identify appropriate development activities 
for both individuals and teams. 

• The provision of mandatory training. 

• The provision of training and support for appraisers. 

5.8. Role of People Experience (PE) 

The People Experience team is responsible for: 

• Advising managers on the application of the policy. 

• Ensuring the policy is updated and monitored, in partnership with Staff Side, 
in line with the changes to employment legislation, national terms and 
conditions and best practice. 

6. Standards and Practice 

It is essential that any performance issues of concern are identified and addressed at 
the time they arise and supportive corrective action is taken as appropriate and staff 
given early notification of the shortcomings that are likely to prevent their incremental 
pay progression. 

This section outlines the five key stages in the appraisal process. 

6.1. Stage One – Scheduling a Staff Appraisal 

6.1.1 Prior to the start of each financial year each department should have a 
clear timetable for all appraisals and have identified the name of each 
appraiser for each staff member. 

6.1.2 Incremental dates can be obtained from the Electronic Staff Record 
(ESR) Self-Service function found by accessing Business Intelligence 
Report / Staff in Post dashboard / incremental date column. 
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6.1.3 All appraisals should be completed before a staff member’s incremental 
date. This ensures that staff members have every opportunity to achieve 
pay progression and where appropriate there is sufficient time to 
complete documentation required by the Payroll Department. 

6.1.4 At this stage, appraisers should: 

❖ Ensure they have attended the Trust’s appraisal training course and 
are familiar with the appraisal documentation. 

❖ Agree the date, time and location of the appraisal with the appraisee. 
This should be at least three weeks before the meeting to allow both 
the appraise / appraiser time to prepare. 

❖ Ensure that appraisees have access to the appraisal documentation 
and understand how to prepare for their appraisal. 

6.2. Stage Two – Preparation 

6.2.1. Once a date has been set for the appraisal meeting, both appraiser and 
appraisee need to prepare. This stage is important and appraisers 
should encourage and guide appraisees regarding how best to reflect on 
their role, progress and achievement of objectives. 

6.2.2. The Appraiser should consider: 

❖ How well the staff member has performed since their last appraisal. 

❖ To what extent the staff member has achieved their objectives and 
any evidence to support this. 

❖ To what extent the staff member has completed their personal 
development plan, their mandatory training requirements and any 
other professional training requirements for their role. 

❖ What feedback should be given at the appraisal and the evidence 
that will be used to support it. 

❖ The factors that have affected the staff member’s performance 
(including those both within and outside the staff member’s control). 
Extenuating circumstances could include e.g. organisational change, 
changed priorities, resourcing vacancies within the team, service 
contract issues. 

❖ What actions can be taken by both the line manager (and / or 
supervisor) and the staff member to develop and improve 
performance. 

❖ What possible directions the staff member’s career could take and 
what reasonable support can be provided to assist this. 

❖ What objectives might be agreed for the next review period. 
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❖ What personal development might be agreed for the next review 
period. This should support the achievement of individual, 
departmental and Trust objectives and be linked to career 
aspirations. 

❖ Consider how well the staff member reflects the Trust values in their 
role. 

6.2.3. The Appraisee should consider: 

❖ What are their main responsibilities and are these reflected in their 
job description. 

❖ What they have achieved since their last appraisal and be able to 
give examples. 

❖ What they consider to be their strengths (e.g. key skills and abilities). 

❖ What parts of the job they have found challenging and why. 

❖ What additional support would help them in their role. 

❖ What continuing professional development they have undertaken in 
the last year and the impact it has had on their role. 

❖ Whether they have achieved their objectives. 

❖ How they would like to see their role developing. 

❖ What plans they have for professional development. 

❖ What are their career aspirations. 

❖ Have they completed all their mandatory training and any other 
professional training requirements for their role. 

❖ What objectives they have for the next review period. 

6.2.4. Wider Feedback Methods 

In some instances, it may also be helpful to seek structured feedback 
through a 360-degree feedback process to gain a broader view of an 
individual’s strengths / needs. Further information can be obtained from 
the Learning and Development Department. 

6.3. Stage Three – The Appraisal Discussion 

6.3.1. The appraisal meeting is essentially a “structured conversation” which is 
facilitated by the appraiser – it should be a two-way dialogue. The 
appraiser should enable the appraisee to feedback their reflections on 
the last review period and discuss these in more detail. It should also be 
an opportunity for the individual to share their aspirations and further 
development. 
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6.3.2. The appraiser then has the opportunity to provide motivational (things 
they should continue doing) and developmental (things that might need 
improving feedback on how they view the individual’s performance 
(strengths and needs) and this should lead to a discussion on mutually 
agreed objectives for the coming 12 months. New issues with an 
individual’s performance must not be raised for the first time at an 
appraisal. These should be managed through effective line management 
initially and can then be reviewed as part of the appraisal process. 

6.4. Stage Four – Setting Objectives and Writing a Personal Development Plan 

6.4.1. Objectives should be set jointly using the Specific, Measurable, Agreed, 
Relevant, Time (SMART) objectives (see Section 4 ‘Definitions’) 
approach. It is suggested that a maximum of five objectives are planned 
and these should be based on Trust and departmental objectives as well 
as personal learning needs and career aspirations. 

6.4.2. A Personal Development Plan (PDP) should also be agreed jointly. This 
should also reflect the Trust and departmental development plans as 
well as individual career aspirations. It is important to refer to the Study 
Leave Policy for All Staff (Excluding Doctors and Dentists) in 
consideration of study leave allocation and the learning and 
development opportunities and options information provided in Appendix 
3. 

6.4.3. Each meeting and discussion will be different in its style and pace 
reflecting the ‘personal’ aspect of appraisal. 

6.5. Stage Five – Reporting Completion of an Appraisal on Electronic Staff 
Record (ESR) 

6.5.1 Completed appraisals must be recorded on ESR within two working days 
of the discussion taking place. A user guide for recording appraisal data 
is available from here. 

6.5.2 A paper copy of the appraisal documentation and pay progression record 
(see Section 6.6) should be filed in the staff member’s personal file. 
Microsoft Word copies of the appraisal documentation can be obtained 
from the Appraisal and Pay Progression Policy: Supporting Documents. 

6.6. Pay Progression 

6.6.1. The changes to the National Terms and Conditions of service handbook, 
specifically Annex 23 (formerly Annex W), is explicit in that pay 
progression is dependent on an individual demonstrating that they have 
achieved the required level of knowledge, skills and performance for their 
role. 

6.6.2. The Trust seeks to create a culture where staff work to their full potential, 
achieve their objectives and are up to date with all their mandatory 
training. 

  

http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10334127
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10334127
http://doclibrary-rcht-intranet.cornwall.nhs.uk/RoyalCornwallHospitalsTrust/Intranet/DocumentsLibrary/ElectronicStaffRecord/ESRGuidanceanddocuments.aspx?_gl=1*1lhqt2q*_ga*MTYwOTYwNTUzMy4xNzMwMTAyODI1*_ga_ZR2PCYHL0E*MTczMDExNTU0OS4zLjEuMTczMDExNzA4My4wLjAuMA..
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10141790
https://www.nhsemployers.org/publications/tchandbook
https://www.nhsemployers.org/publications/tchandbook
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6.6.3. Both appraisees and appraisers are encouraged to discuss progress 
against objectives and performance within role on a regular basis 
throughout the year. If concerns exist about the failure to meet the 
objectives or progression criteria this must be highlighted and discussed 
with the individual during the course of the year so that there is an 
opportunity for remedial action to be taken and for support to be put in 
place. New issues with an individual’s performance must not be raised 
for the first time at an appraisal. These should be managed through 
effective line management initially and can then be reviewed as part of 
the appraisal process. 

6.6.4. At the end of an appraisal discussion, the appraiser, in conjunction with 
the line manager if not the appraiser, is required to formally measure staff 
performance using the Pay Progression Record (see Appraisal and Pay 
Progression Policy: Supporting Documents Section 5) against the 
following criteria: 

• Satisfactorily met all their objectives (see section 6.2.2). 

• Met all their mandatory training requirements. 

• Demonstrated that they have the requisite knowledge and skills / 
competencies for their role. 

• Demonstrated consistent behaviour and attitudes in accordance with 
the Trust values. 

• Line Managers Only – All the staff they manage have had an 

annual appraisal. 

6.6.5. Where a staff member fails to achieve the required criteria, the reason 
why must be clearly documented on the Pay Progression Record and 
line manager must submit a Contract Amendment Form (CAF) to the 
Payroll Department as soon as possible in order to withhold payment of 
their increment from the incremental date. They should also advise the 
staff member’s Human Resources (HR) practitioner. A copy of the Pay 
Progression Record and CAF should be retained in the staff member’s 
personal file. 

6.6.6. The appraisal system is based on the principle of ‘no surprises’. If there 

are issues of concern with individuals achieving their progression criteria 
or there are capability issues, these must have been addressed as and 
when identified. This is in line with good people management practice 
and should be no different from good appraisal practice as it currently 
exists. 

6.6.7. In cases of continuing concerns about an individual’s performance, the 
line manager should refer to the Trust’s Performance Support Policy for 
guidance. However, it is emphasised that this policy should be used at 
the appropriate time and action should not be delayed until the appraisal 
is being undertaken. 

  

http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10141790
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10141790
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10163220
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6.6.8. It is a line manager’s responsibility to ensure that the performance of staff 
within their department is managed appropriately. Managers and 
Supervisers who consistently fail in their duty to regularly appraise staff, 
ensure they are up to date with their mandatory training and address any 
performance issues in a timely manner may be subject to the Trust’s 
Disciplinary Policy and Procedure. 

6.6.9. The Trust is keen to support staff members achieve their full potential 
and as such there will be no national or local quotas for pay progression. 
All post holders who apply the necessary knowledge, skills to meet their 
objectives, the requirements of their post and other pay progression 
criteria will receive their annual increment. 

6.6.10. Staff who are at the top of their respective pay band are still expected to 
remain up to date with all of the core and specific mandatory training, 
meet the requirements of their role and achieve their objectives. 

6.6.11. Staff in pay bands 8c, 8d and 9 - In accordance with National Terms 
and Conditions pay progression beyond the first four pay points in pay 
bands 8c, 8d and 9 will be dependent upon the achievement of locally 
determined levels of performance. Staff will progress through these last 
two pay points in these pay bands only when they are assessed as 
having met the required performance. 

6.6.12. Pay progression for this level of performance will be non-recurring and 
reviewed on an annual basis. When an individual who holds an annually-
earned pay point has not met the required level of performance and 
delivery for a given year, they will have one annually earned pay-point 
withdrawn. The last two annually earned pay points in bands 8c, 8d and 
9 will not be subject to pay protection. 

6.6.13. In these circumstances their line manager must submit a Contract 
Amendment Form (CAF) to the Payroll Department as soon as possible 
so that the annually earned pay-point can be withdrawn from staff 
member’s incremental date. 

6.6.14. The withdrawal of points does not preclude normal capability and 
disciplinary proceedings being followed and action taken where 
appropriate. 

6.6.15. This policy will apply to objectives set after the first implementation date 
of this policy, 1 June 2017 for incremental pay progression post June 
2018. 

6.6.16. Line Managers - Line managers who do not ensure that all appraisals of 
the staff they manage are completed annually (assessed at the date of 
their appraisal) taking into consideration any ‘exceptional circumstances’ 
will not achieve pay progression. 

  

http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10163119
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6.6.17. New Appointments - Staff members who undertake a change in 
position which does not result in a new incremental date must still 
participate in an appraisal at least four weeks before their incremental 
date. This should be discussed at appointment and the requirement for 
the appraisal identified with the new line manager. 

6.6.18. Staff members who undertake an internal move to a new position with a 
new incremental date must still complete an appraisal within 12 months 
of their last one. In this situation, it is advised that an appraisal to set 
objectives and look at learning needs is undertaken as soon as possible 
in their new role. 

6.6.19. Exceptional circumstances - There may be exceptional circumstances 
that have prevented a staff member from completing the required 
criteria. 

6.6.20. Where staff have been unable to complete mandatory training and can 
confirm extenuating circumstances the line manager can approve an 
extension of four weeks. If training is completed within this timescale a 
Contract Amendment form (CAF) can be written and the incremental pay 
award can be backdated to the normal incremental date. If the training is 
not completed within the four-week extension, pay progression will not 
take place for that year. 

6.6.21. Staff members will gain automatic pay progression if their appraisal has 
not been completed and they can demonstrate that they have actively 
contacted their line manager / appraiser to request this. 

6.6.22. Other extenuating circumstances such as sickness, bereavement, 
cancellation of training courses, operational pressure affecting release of 
staff, etc, can be taken into account when considering pay progression. 

6.6.23. Maternity / Adoption Leave - During maternity and adoption leave, 
service is considered to be continuous. Where leave coincides with an 
incremental date, pay progression will be authorised. An appraisal 
meeting will take place within four weeks of the staff member’s physical 
return to the workplace at which the objectives and development needs 
for the following year should be identified. 

6.6.24. Paternity Leave / Parental Leave / Special Leave - As these periods of 
leave are relatively short, managers and staff members are encouraged 
to plan ahead where possible so that an appraisal can take place prior to 
the incremental date. In the event of leave being in place and preventing 
an appraisal from being undertaken, pay progression will go ahead and a 
retrospective appraisal must take place immediately on an individual’s 
return to the workplace. 

  



Appraisal and Pay Progression Policy V4.0 

Page 17 of 27 

6.6.25. Career / Employment Breaks – Career / employment breaks are, by 
definition, the choice of the individual. Therefore, if a member of staff 
chooses to take a career / employment break the pay progression is 
“frozen” at the pay-point they have reached at their last working day. The 
staff member returns to work on the same pay-point that they left on and 
an incremental date is re-calculated on their return (please refer to the 
Trust’s Employment Break Policy. An appraisal should take place within 
four weeks of their return to identify objectives and learning needs. 

6.6.26. Long-Term Sickness - Where a period of long-term sickness coincides 
with an incremental date, pay progression will be authorised and 
appraisal should take place within four weeks of the staff member’s 
return to work. 

6.6.27. Disability - Reasonable adjustments will be made for staff protected 
under the Equality Act 2010 to facilitate both their appraisal and access 
to training. 

6.7. Appeal 

6.7.1. Every effort will be made to ensure that appraisers and appraisees are 
able to resolve differences of opinion during the appraisal without 
recourse to formal procedures. 

6.7.2. If there is a disagreement over the appraisal content, the staff member 
can request that a third party acts as a mediator. The third party will be a 
member of staff who is more senior to both the appraiser and the 
appraisee. 

7. Dissemination and Implementation 

7.1. The People Experience team will advertise and make staff aware of the revised 
policy. 

7.2. A copy of the policy will be stored electronically in the HR section of the Trust’s 
document library on the internet / intranet site.  

7.3. A clear communication will be sent to managers to make them aware that the 
revised policy has been issued and that they are responsible for cascading the 
information to their staff members including those who do not have regular 
access to email.  

7.4. A copy of the policy will be circulated to the HR Practitioners to enable them to 
support the implementation of the policy. 

7.5. The Trust’s Directors and Chair of the Joint Consultative and Negotiating 
Committee (JCNC) will be advised of the issue of the new policy. 

7.6. New members of staff will be given a copy of this policy by their line manager as 
part of their local induction programme. 

  

http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10137955
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8. Monitoring compliance and effectiveness  

Information 
Category 

Detail of process and methodology for monitoring 
compliance 

Element to be 
monitored 

• Compliance – That all staff have had an appraisal. 

• Quality – Analysis of the feedback from appraisees on the 
quality of the process and the appraiser’s facilitation style. 

Lead Associate Director of People and Organisational Development. 

Tool 
Electronic Staff Record (ESR) and quarterly monitoring using a 
recognised Trust template. 

Frequency Monthly and annually. 

Reporting 
arrangements 

The People and Culture Committee will receive quarterly reports 
on: 

• Compliance: That all staff have had an appraisal Personal 
Development Review (PDR). 

• Quality: Analysis of the feedback from appraisees on the 
quality of the process and the appraiser’s facilitation style. 

• The Learning and Development Department will hold training 
compliance records and produce regular reports to the People 
and Culture Committee. 

• The outcome of any relevant Staff Opinion Survey results on 
appraisals will be reported on an annual basis. 

• Any actions resulting from the above reports will be recorded in 
the relevant meeting notes or minutes. The Chair of the 
meeting / committee is expected to identify any shortcomings 
in the operation of the policy and make recommendations for 
improvement. 

Acting on 
recommendations 
and Lead(s) 

Associate Directors of People and Organisational Development 
will ensure subsequent recommendations are undertaken 
including the development of an action plan for any deficiencies 
within an agreed time frame. 

Change in practice 
and lessons to be 
shared 

• Any system improvements agreed via the action planning 
process will be actioned in partnership with Staff-Side within six 
months. 

• Lessons will be shared with all the relevant stakeholders. 

• Any revision to policy will be communicated to staff. 

9. Updating and Review 

This policy will be reviewed every three years or earlier in view of developments which 
may include legislative changes, national policy instruction (NHS or Department of 
Health), Trust Board decision, or request by either party. 
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10. Equality and Diversity  

10.1. This document complies with the Royal Cornwall Hospitals NHS Trust service 
Equality and Diversity statement which can be found in the Equality Diversity 
And Inclusion Policy or the Equality and Diversity website. 

10.2. Royal Cornwall Hospitals NHS Trust is committed to a Policy of Equal 
Opportunities in employment. The aim of this policy is to ensure that no job 
applicant or employee receives less favourable treatment because of their race, 
colour, nationality, ethnic or national origin, or on the grounds of their age, 
gender, gender reassignment, marital status, domestic circumstances, disability, 
HIV status, sexual orientation, religion, belief, political affiliation or trade union 
membership, social or employment status or is disadvantaged by conditions or 
requirements which are not justified by the job to be done. This policy concerns 
all aspects of employment for existing staff and potential employees.  

10.3. Equality Impact Assessment. 

The Initial Equality Impact Assessment Screening Form is at Appendix 2. 

https://doclibrary-rcht.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/HumanResources/EqualityDiversityAndInclusionPolicy.pdf
https://doclibrary-rcht.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/HumanResources/EqualityDiversityAndInclusionPolicy.pdf
http://intranet-rcht.cornwall.nhs.uk/shelf/equality-and-diversity/
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Appendix 1. Governance Information 

Information Category Detailed Information 

Document Title: Appraisal and Pay Progression Policy V4.0. 

This document replaces (exact 
title of previous version): 

Appraisal and Pay Progression Policy V3.0. 

Date Issued / Approved: November 2024. 

Date Valid From: November 2024. 

Date Valid To: November 2027. 

Author/Owner: 
Dorothy Russell Associate Director of People and 
Organisational Development. 

Contact details: rch-tr.humanresources@nhs.net. 

Brief summary of contents: 
This policy sets out the frame-work and process for 
conducting appraisals. 

Suggested Keywords: 
Development, professional development, personal 
development, skills development, procedures, 
performance appraisals, incremental scales. 

Target Audience: 

RCHT:  Yes 

CFT: No 

CIOS ICB:  No 

Executive Director responsible 
for Policy: 

Chief People Officer 

Approval route for consultation 
and ratification: 

Joint Consultancy and Negotiation Committee 
(JCNC). 

Manager confirming approval 
processes: 

Associate Director of People and Organisational 
Development. 

Name of Governance Lead 
confirming consultation and 
ratification: 

Nicole Steinkruger, People, Policy, Risk and 
Governance Manager. 

Links to key external standards: 
• CQC Regulation 18 - Staffing. 

• NHS Terms and Conditions of Service Handbook. 

https://www.nhsemployers.org/publications/tchandbook
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Information Category Detailed Information 

Related Documents: 

▪ Appraisal and Pay Progression Policy: Supporting 
Documents. 

▪ Performance Support Policy. 

▪ Disciplinary Policy. 

▪ Disciplinary Policy: Supporting Documents. 

▪ Equality, Inclusion and Human Rights Policy. 

▪ Resolution Policy. 

▪ Mandatory and Statutory Training Policy. 

▪ Professional Registration Policy. 

▪ Our Behaviours Framework. 

Training Need Identified: Yes – Learning and Development informed. 

Publication Location (refer to 
Policy on Policies – Approvals 
and Ratification): 

Internet and Intranet. 

Document Library Folder / Sub 
Folder: 

Human Resources. 

Version Control Table  

Date 
Version 
Number 

Summary of Changes 
Changes Made 
by 

June 2009. V1.0. Initial issue. 
Nicole 
Steinkruger 

HR Manager. 

October 
2012. 

V2.0. 
Re framing of policy and paperwork 
following a qualitative audit and focus group 
feedback. 

Ian Alford / Ruth 
Bardell, Learning 
and 
Development. 

December 
2016. 

V2.1. Minor updates to reflect current practice. 

Helen Lewis 

Head of Learning 
and 
Development. 

June 2017. V3.0. 
Full review of policy to reflect National 
Terms and Conditions ref pay progression. 

Helen Lewis 

Head of Learning 
and 
Development. 

August 
2024. 

V4.0. 

• Full review of policy with minor updates 
to include newly agreed Trust Values 
and new template format. 

• Pay Progression Record Appendix 4 
removed and added to Appraisal and 

Dorothy Russell, 
Associate 
Director People 
and 
Organisational 
Development. 

http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10141790
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10141790
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10163220
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10163119
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10365967
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10268876
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10365966
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10138354
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10140343
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10366347
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Date 
Version 
Number 

Summary of Changes 
Changes Made 
by 

Pay Progression: Supporting 
Documents. 

 

All or part of this document can be released under the Freedom of Information Act 
2000. 

All Policies, Strategies and Operating Procedures, including Business Plans, are 
to be kept for the lifetime of the organisation plus 6 years. 

This document is only valid on the day of printing. 

Controlled Document. 

This document has been created following the Royal Cornwall Hospitals NHS Trust The 
Policy on Policies (Development and Management of Knowledge Procedural and Web 
Documents Policy). It should not be altered in any way without the express permission of 
the author or their Line Manager. 

https://doclibrary-rcht.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/HealthInformatics/CorporateAndHealthRecords/ThePolicyOnPoliciesDevelopmentAndManagementOfKnowledgeProceduralAndWebDocumentsPolicy.pdf
https://doclibrary-rcht.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/HealthInformatics/CorporateAndHealthRecords/ThePolicyOnPoliciesDevelopmentAndManagementOfKnowledgeProceduralAndWebDocumentsPolicy.pdf
https://doclibrary-rcht.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/HealthInformatics/CorporateAndHealthRecords/ThePolicyOnPoliciesDevelopmentAndManagementOfKnowledgeProceduralAndWebDocumentsPolicy.pdf
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Appendix 2. Equality Impact Assessment 

Section 1: Equality Impact Assessment (EIA) Form  

The EIA process allows the Trust to identify where a policy or service may have a negative 
impact on an individual or particular group of people. 

For guidance please refer to the Equality Impact Assessment Policy (available from the 
document library) or contact the Equality, Diversity, and Inclusion Team 
rcht.inclusion@nhs.net 

Information Category Detailed Information 

Name of the strategy / policy / 
proposal / service function to be 
assessed: 

Appraisal and Pay Progression Policy V4.0. 

Department and Service Area: Human Resources. 

Is this a new or existing document? Existing. 

Name of individual completing EIA 
(Should be completed by an individual 
with a good understanding of the 
Service/Policy): 

Dorothy Russell, Associate Director for People 
and Organisational Development. 

Contact details: rch-tr.humanresources@nhs.net. 

 

Information Category Detailed Information 

1. Policy Aim - Who is the 
Policy aimed at? 

(The Policy is the 
Strategy, Policy, 
Proposal or Service 
Change to be assessed) 

• To ensure compliance, i.e. that all staff take part in an annual 
appraisal. 

• To provide a framework and guidance for appraisees and 
appraisers. 

• To incremental pay increases are linked to the appraisal 
process. 

2. Policy Objectives 

This policy will: 

• Set out the approach to the annual appraisal and development 
process. 

• Provide consistency across the Trust ensuring all staff benefit 
from regular appraisal and development. 

• Outline when and how appraisals should take place. 

• Confirm the Trust’s approach to the annual appraisal process 
and its formal links to pay progression. 

• Ensures that staff members who are able to demonstrate that 
they have consistently maintained these, benefit from 
incremental pay progression. 

mailto:rcht.inclusion@nhs.net
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Information Category Detailed Information 

3. Policy Intended 
Outcomes 

That all staff take part in a meaningful appraisal process which 
provides the appraisee with clear objectives for the next 12 
months and identifies the learning and development required to 
help meet those objectives. That all staff who demonstrate that 
they have achieved / maintained the required level of knowledge, 
skills and performance within their role receive their incremental 
pay progression. 

4. How will you measure 
each outcome? 

Through the monitoring of compliance and quality of the process 
as described in the policy document. 

5. Who is intended to 
benefit from the policy? 

All staff working at the Trust and patients. 

6a. Who did you consult 
with? 

(Please select Yes or No 
for each category) 

• Workforce:  Yes 

• Patients / visitors: No 

• Local groups / system partners: No 

• External organisations: No 

• Other: No 

6b. Please list the 
individuals/groups who 
have been consulted 
about this policy. 

Please record specific names of individuals / groups: 

Joint Consultancy Negotiation Committee (JCNC). 

6c. What was the outcome 
of the consultation?  

Approved. 

6d. Have you used any of 
the following to assist 
your assessment? 

National or local statistics, audits, activity reports, 
process maps, complaints, staff, or patient surveys: 

No. 

 

7. The Impact 

Following consultation with key groups, has a negative impact been identified for any 
protected characteristic? Please note that a rationale is required for each one. 
 
Where a negative impact is identified without rationale, the key groups will need to be 
consulted again. 

 

Protected Characteristic (Yes or No) Rationale 

Age No 
The policy provides an opportunity for 
individuals to develop and learn new 
knowledge and skills regardless of age. 

Sex (male or female)  No 
Specific provision has been made in the policy 
for staff on paternity leave, parental leave and 
special leave (see Section 6.6.26). 
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Protected Characteristic (Yes or No) Rationale 

Gender reassignment 
(Transgender, non-binary, 
gender fluid etc.) 

No 
The policy provides an opportunity for 
individuals to develop and learn new 
knowledge and skills regardless of gender. 

Race No 
The policy provides an opportunity for 
individuals to develop and learn new 
knowledge and skills regardless of race. 

Disability (e.g. physical or 
cognitive impairment, mental 
health, long term conditions 
etc.) 

No 

Specific provision has been made in the policy 
for individuals protected under the Equality Act 
2010 (as amended) in respect of disability (see 
Section 6.6.29). 

Religion or belief No 

The policy provides an opportunity for 
individuals to develop and learn new 
knowledge and skills regardless of religion or 
belief. 

Marriage and civil 
partnership 

No 

The policy provides an opportunity for 
individuals to develop and learn new 
knowledge and skills regardless of marital 
status. 

Pregnancy and maternity No 
Specific provision has been made in the policy 
for staff on maternity / adoption leave (see 
Section 6.6.25). 

Sexual orientation (e.g. gay, 
straight, bisexual, lesbian etc.) 

No 

The policy provides an opportunity for 
individuals to develop and learn new 
knowledge and skills regardless of sexual 
orientation. 

A robust rationale must be in place for all protected characteristics. If a negative 
impact has been identified, please complete section 2. If no negative impact has been 
identified and if this is not a major service change, you can end the assessment here. 

I am confident that section 2 of this EIA does not need completing as there are no 
highlighted risks of negative impact occurring because of this policy. 

Name of person confirming result of initial impact assessment: Dorothy Russell, Associate 
Director for People Experience and Organisational Development. 

If a negative impact has been identified above OR this is a major service change, 
you will need to complete section 2 of the EIA form available here: 
Section 2. Full Equality Analysis 

  

http://doclibrary-rcht-intranet.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/ChiefExecutive/Templates/Section2FullEqualityAnalysis.docx
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Appendix 3. Learning and Development Opportunities 

Learning can often be viewed as only ‘a course in a classroom’, but there are other ways 
to learn and develop to help meet objectives. The following are some examples, but this is 
not an exhaustive list. If you would like more information or would like to discuss any in 
more detail, please contact the Learning and Development team: 
training@cornwall.nhs.uk  

Learning and 
Development 
options 

A Brief Description and overview 

Mentoring 

Mentoring is a relationship between an experienced person (mentor) and a 
less experienced person (mentee) for the purpose of helping the one with less 
experience. The mentee seeks the advice and support of the more 
experienced person. The mentor answers questions concerning the tasks that 
the individual needs to succeed in reaching his / her goals. A mentor provides 
wisdom, guidance and advice based on their experience with a view to helping 
the mentee move forward. 

Coaching 

Coaching is usually a 1:1 process where a facilitator (coach) meets with an 
individual (coachee) who identifies an issue they wish to explore. The coach 
will listen and ask questions to help the coachee make sense of the situation 
and determine what action he / she wishes to take to move things forward. 
Coaching is different from mentoring – in its truest sense it is giving the 
responsibility to the learner to come up with their own answers. 

Classroom / 
Taught 
Course 

A programme with clear learning objectives, usually delivered in a classroom 
setting, designed to provide knowledge and skills and raise personal 
awareness and understanding of a work-related topic.  

e-learning 
A specific programme that is accessed through a computer. The term 
‘platform’ is often used to describe the framework or how the course is 
structured – e.g. Learning for Health platform. 

Self-directed 
study 

This could be reading or an internet search around a certain topic that you 
have identified or discussed with your reviewer or coach / mentor. It could also 
be in the form of a personal reflection to try and gain a better understanding 
of a particular situation. 

Experience in 
other settings  

This could be a short visit to another department or health facility, designed to 
give individuals an insight into other ways of working, or to gain a greater 
understanding of how that department links to your own. This could also take 
the form of an exchange visit – to help both departments / teams appreciate 
the other’s perspective. 

Shadowing 

A term used to describe a structured situation where an individual requests 
that they spend some time observing and spending negotiated time with 
another person (e.g. colleague, manager,). This can be to gain a greater 
insight into how that individual works, their style or perhaps how they relate to 
your area of work. This is an informal agreement between the two people 
concerned. 

  

mailto:training@cornwall.nhs.uk
http://www.ehow.co.uk/about_5080021_definition-mentoring.html
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Appendix 4. Our Trust Behaviour Framework 

Click here to view our Trust Behaviour Framework. 

http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10366347

