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Overall Aim 
 
The overall aim of this policy is to improve service to learners and other clients by linking 
review of individuals’ past performance with plans for future organisational and individual 
development. This will maintain and enhance the quality, morale and motivation of staff 
and reconcile their professional interests with those of the organisation its learners and 
clients.  
 
The policy aims to link individual and organisational needs by assessing past performance 
and future development potential. This will involve: 
 

 Reviewing past performance.  
 

 Recognising an individual’s achievements and contributions. 
 

 Identifying an individual’s strengths and weaknesses. 
 

 Setting feasible performance objectives. 
 
During this process appraisers will: 
 

 Assist individuals with their own development within the institution. 
 

 Discuss and agree development needs and consider professional aspirations. 
 

 Identify changes that would help towards improvements in performance, individually 
or collectively. 

 

 Help staff evaluate their own effectiveness at work, identifying areas of strengths 
and considering where improvements can be made. 

 
 For professional self-evaluation and development every member of staff should: 
 

 Keep a personal record of achievement, with a regularly updated curriculum vitae 
(CV) forming a public part of that record. 

 

 Maintain a continuing professional development plan including agreed objectives. 
This will be essentially self-managed but subject to joint review by appraiser and 
appraisee. 

 

 Participate in a process of appraisal (including the observation of the appraisee’s 
work). 

 
Appraisal meetings will take place once in a year and will draw together all elements of the 
appraisal process including, where appropriate, learner feedback and observation of the 



 

 

teaching process. A formal review of the action plan takes place to update it, discuss 
progress and agree any additional support required.  
 

Benefits to the staff: 
 

 To provide a context for constructive evaluation of individual performance. 

 To ensure a systematic basis for development and training. 

 To provide an opportunity for staff to discuss their problems and aspirations openly 
with their managers. 

 To enable staff to review their own performance and to clarify organisational needs 
and priorities. 

 To enhance job satisfaction.  

 To assist in the realisation of individual potential. 
 
 

Benefits to the organisation: 
 

 To achieve the stated organisational objectives.  

 To underpin, support and enhance the quality of the learning experience.  

 To maintain and develop the relevance of existing expertise.  

 To improve communications and promote positive professional relations.  

 To create a sense of identity and motivation in members of staff.  

 To increase efficiency, effectiveness and general competence. 

 
What staff should expect from Tower College of Further and Higher 
Education?  
 
Each member of staff has the right to expect to receive staff development entitlements 
which give opportunities to:  
 

 be inducted into the organisation and understand its ways of working including what 
contribution that individual is expected to make;  

 

 be supported to develop the competence and capability for which the member of 
staff has been employed;  

 

 have the opportunity to develop new competencies and capabilities of relevance to 
the individual’s employment, and which enhance career prospects and lifelong 
learning both within the organisation and outside of it;  



 

 

What Tower College of Further and Higher Education expects from 
staff?  
 
The Tower College of Further and Higher Education has the right to expect that each 
member of staff, as part of the individual’s contractual obligations, will:  
 

 develop his/her competence and capability;  
 

 in collaboration with the line manager, participate in the organisation’s staff 
development and appraisal process which includes opportunity for appropriate on-
going support, undertaking an annual review of the individual’s past development 
and identification of plans for the future;  

 

 take personal responsibility to update specific expertise on a regular basis, and as 
appropriate to the nature of the individual’s post; 

 

 contribute to team staff development where appropriate; 
 

 Keep a record of his/her staff development activity.  
 

A newly appointed staff member will: 
 undertake an induction programme and induction training. 

 receive the support of a senior staff. 

 if undertaking teaching/training roles will be encouraged in obtaining a teaching 
qualification. 

 Receive an annual appraisal to discuss their personal development needs. 

 Staffs will be encouraged to undertake appropriate training to ensure they are able 
to develop individual skills needed to meet their personal targets and objectives.  
 

 

What will the annual appraisals will include: 
 
This will involve: 
 

 reviewing past performance 

 recognising an individual’s achievements and contributions 

 identifying an individual’s strengths and weaknesses 

 setting feasible performance objectives 
 
The appraisal meeting provides an opportunity to discuss and receive feedback about 
achievements but the appraiser also has a responsibility to raise concerns, where they exist, 
and to agree with the appraisee the action needed. The appraisal meeting should not 
contain any surprises but should bring together any issues that have already been raised in 
the ongoing discussions between appraiser and appraisee.   
 
If areas for improvement have been discussed during the appraisal meeting then an agreed 



 

 

action plan should be implemented and the progress made should be considered by the 
appraisee and appraiser at the interim review meeting, or it may be appropriate to set a 
shorter review period and hence meet sooner. If at the time of the review meeting there is 
evidence that progress is being made then further action is unlikely to be necessary.  

 
 

Appraisal and Planning 
 
It is essential that inputs to appraisal and the outcomes of appraisal link to the 
organisation’s planning process. Hence before the appraisal meeting takes place appraisers 
should ensure that they have an understanding of the organisation’s plans and 
commitments, and how these impact on individual review and the setting and agreeing of 
performance/development actions.  
 
The Chief Executive and Director of Studies has a responsibility to ensure that: 
 

 the timing of the appraisal round and its relationship to the planning process is 
articulated to appraisers and appraisees 

 

 both appraisees and appraisers are sufficiently aware of the organisation’s long and 
short term objectives 

 

 They have considered how the appraiser will be able to reconcile the need to be able 
to commit resources, make decisions etc. in relation to the appraisee against the 
need to co-ordinate resource allocation, prioritise development etc.  

 
 

Preparation for the appraisal meeting (appraisee and appraiser) 
 
The appraisal process is seen as a joint exercise in which contribution from both appraiser 
and appraisee is critical to the successful operation of the scheme.  
 
Careful preparation by both parties is essential in achieving constructive and meaningful 
appraisal. This is founded on self evaluation by the appraisee but the process will not be 
successful unless the appraiser can also make an accurate and informed contribution. The 
appraiser should therefore gather information such as learner feedback, performance data 
and quality assurance activities such as observations of teaching and learning and use this 
information to inform the appraisal outcome. 
 
The appraisee will be expected to provide a written review of their performance prior to the 
appraisal meeting.  
 
When doing this the appraisee might wish to consider the following questions; 
 

a) What have been the main achievements? 
 



 

 

b) What part of the role has given the greatest satisfaction? 
 

c) What part of the role has given the least satisfaction? Is there something that could 
be done to overcome this? 

 
d) Are there problems or difficulties which prevented the appraisee from achieving 

what was intended?  
 

e) Have those problems been overcome? 
 

f) What things can be done by others to help improve performance? 
 

g) What will be the main goals for the next appraisal period? 
 

h) What development needs are there? 
 

i) What career development issues are there? 
 

 The appraisee will also be required to provide an updated CV  
 

 The appraiser will be required to provide the appraisee with feedback at the 
appraisal meeting and subsequently to confirm this discussion by completing the 
Record after the appraisal meeting 

 

Conduct of the appraisal meeting 
 
It is intended that the meeting should be a thorough and well-structured review carried out 
in a positive manner. The discussion should be as full and frank as possible so that the 
conclusions reached are clear to both parties. Thus an agenda should be agreed at the start 
of the meeting. All issues should be tackled in as constructive a manner as possible. There 
may be a legitimate difference of view but a positive appraisal meeting provides an 
opportunity for tackling such issues in a constructive way. 
 

Agreement of the appraisal action plan 
 
The discussion at the appraisal meeting will include the action plan for the forthcoming 
period. The intention is to reach agreement on a number of objectives (four to six will be 
the usual number). When discussing and setting objectives the following should be 
considered: 
 

 objectives should have clear outcomes and these should be measurable or 
observable as far as possible 

 

 objectives may also be developmental and hence should state the training and 
development support that can be made available 



 

 

 

 timescales should be agreed 
 

 objectives should be fully aligned with Institution objectives 
 
 

Completion of the appraisal and development record 
 
After the interview the appraiser completes the appraisal record. This should be a succinct 
commentary of the key elements of the discussion. This should record both agreement and 
disagreement. This should also contain the records of the discussion about the appraisee’s 
longer term aspirations as well as the agreed action plan. The latter should include any 
resource implications of the action plan. 
 
A CPD worksheet will be maintained to help track ongoing CPD for all staff.  This will set out 
and monitor compliance towards the organisation’s CPD requirements for staff and is likely 
to include a minimum requirement of: 
 
For All staff appropriate to their role: 
 

 Organisation policy and procedure training  

 Health and safety in the workplace 

 Annual safeguarding training e.g. Online ETF courses 

 Annual Prevent training e.g. Online ETF courses 

 Take part on all ongoing CPD support 
 
For assessor/tutors they will be expected to maintain their professional teaching practice.  
This must include as a minimum: 

 Assessment qualifications 

 Teaching qualifications e.g. At least level 3 education and training qualification or 
equivalent 

 Relevant quality assurance qualifications if carrying out verification of assessment 
practice  

 Up to date sector knowledge 
 

Ongoing review of the action plan 
 
After the completion of the appraisal record the appraiser and appraisee the progress of the 
action plan will be discussed during performance management meetings.   
  

Confidentiality 
 
Confidentiality is important to foster an open dialogue and the requirement for 
confidentiality covers all parties. This relates both to the discussion at the appraisal meeting 



 

 

and the access to the completed appraisal documents.  
 
The appraisal documents will be restricted information held in a secure location in the 
organisation and accessible only to the appraisee and appraiser and the Chief Executive or 
his/her nominee.  
 

Appeal Process 
 
Agreement on all points is not an essential requirement and disagreements can be recorded 
on the form as such. Where there is serious disagreement (for example one so fundamental 
as to prevent agreement on an action plan and staff development needs) then the appraisee 
can appeal to the Chief Executive.  
 
 

Quality assurance of the plagiarism policy 
Quality assurance activity will take place at least annually as part of a themed quality policy review.  

 

Documents associated with this procedure 
  

Name Stored 

Appraisal Record TBC 

CPD worksheet TBC 

  

  

 
 
 
 

 


