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NHS Finance Competencies

Appendix 2:
Appraisal / Performance Management
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Finance Skills Development - by the NHS, for the NHS




Appraisal – Performance Management

Many organisations will already have a performance management process in place and the finance team will need to use the in-house process. Where this doesn’t exist, a best practice process which includes the Finance Competencies as well as the KSF follows this introduction.

What matters in a performance management meeting is the quality of the communication between the individual and their manager. Completing the form is the output from the meeting and not an end in itself. It does however provide a useful structure to guide you through the four main parts of the appraisal meeting:

1) Review of the last six months

2) Review or assessment of current skills, knowledge & competence

3) Work based objective setting for the next six months

4) Personal development planning

The intention is that the form which follows would be used to help both the manager and the individual to prepare for the meeting and that both would come together to discuss and agree the content in a two way meeting, at least twice a year.

Appraisal Meeting Form 

	Name:
	
	Job title:
	

	Manager’s name: 
	
	Date of appraisal:
	

	

	1   Review of the last six months


	Summarise the work completed over the last six months



	

	Describe the main objectives of the job 



	Task based objectives
	Measure of achievement  (how you know it was achieved)
	What was done well
	What might have been done better & what would have helped

	
	
	
	

	Skill based objectives
	Measure of achievement  (how you know it was achieved)
	What was done well
	What might have been done better & what would have helped

	
	
	
	

	Additional comments



	


	Optional feedback for manager from individual



	Describe what you have found helpful about the way your manager has managed you this year 
	What if anything, would you like your manager to do more of or less of next year - in order to help you to do a better job?

	
	

	Manager’s comments on the above



	

	2   Review of current skills & knowledge


	Assess the individual’s current level of skill compared with that required by the job (using relevant KSF dimensions)

	No:
	Dimension name
	Dimension type
	Foundation outline level
	Full outline level
	Current level
	Evidence & Comments

	C1
	Communication


	Work related
	
	
	
	

	C2
	Personal and people development


	Work related
	
	
	
	

	C3
	Health, safety and security


	Work related
	
	
	
	

	C4
	Service improvement


	Work related
	
	
	
	

	C5
	Quality


	Work related
	
	
	
	

	C6
	Equality and diversity


	Work related
	
	
	
	

	
	Add in any other relevant KSF dimensions
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Any additional comments



	Assess the current level of competence compared with that required by the job using the Finance Competencies                                                                       A detailed description of each competence can be found on the FSD Website

	Core Competence
	Level required by job
	Current level of individual (with comments) 

	Team working, managing & leading


	
	

	Managing relationships

	
	

	Business Partnering

	
	

	Governance & Managing Risk

	
	

	Using IT

	
	

	Specific Technical Competence/s
	Level required by job
	Current level of individual (with comments) 

	Add in relevant Competence/s

	
	

	
	
	

	
	
	

	Any additional comments




	3   Objectives for the next six months


	Task based objectives
	Date to be completed by
	Measure of achievement (how you’ll know it’s been achieved)

	
	
	

	Skill based objectives
	Date to be completed by
	Measure of achievement (how you’ll know it’s been achieved)

	
	
	


	Optional focus on job satisfaction/personal development



	Use this section to comment on any improvements or changes to the role and to record any longer term career aspirations. Where relevant, record any actions you agree. 




	4   Personal Development Plan 


	Include here any agreed learning needs to help with the current job - together with any longer term learning required to support career progression

	Learning need
	Activity 

(what will I do)
	Date completed by
	Measurable outcomes 

(how I’ll know I’ve achieved my goal)
	Priority* 

	
	
	
	
	


* Desirable for the individual    Mandatory    Essential for the role    Desirable for the organisation

	Signatures



	Individual


	Date

	Manager


	Date

	Counter-signing Manager 

	Date
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