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1
FRAMEWORK STATEMENT 

1.1
This framework and procedure has been developed to define the systematic approach to Humber and North Yorkshire ICB appraisals and pay progression. The performance should be aligned to the ICB overarching objectives and values and continue to be underpinned by the NHS Core Competency Framework. This framework provides the ICBs appraisal system which is directly linked to individual’s performance.

1.2
This framework and procedure applies to all ICB employees employed under Agenda for Change terms and conditions and those managing such staff must apply this framework and procedure in conjunction with ICB Pay Progression Policy.
1.3
In accordance with the ICB’s commitment to equality and diversity, and in line with the Equality Act 2010, this framework and procedure is to be applied equitably and fairly.  Individual specific requirements related to a particular need will always be considered by line managers and met with discretion.
2 
FRAMEWORK PRINCIPLES 

2.1
Performance Objective setting and the review of objectives is an integral part of ensuring individual and organisational objectives are aligned and managed effectively. In order to ensure objectives are appropriate and individuals are supported to achieve them and progress is monitored there should be regular meetings between individuals and their managers. 

The revised Agenda for Change Framework 2018/19 to 2021 sets out fundamental reason for achieving the ICBs Performance and Development Framework aims to: 
· “increase staff engagement by putting appraisal and personal development at the heart of pay progression, so that staff are supported to develop their skills and competences in each pay band and are rewarded for this. This will help ensure that all staff have the appropriate knowledge and skills they need to carry out their roles, so make the greatest possible contribution to patient care. It will be underpinned by a commitment from employers to enhance the relationship line managers have with their staff and to fully utilise an effective appraisal process”(NHS Employers)
An element of this is ensuring an individual’s pay is linked to their performance by implementing these revised conditions in the Agenda for Change (AfC) Framework that relate to Pay Progression. These updated terms and conditions allow for deferring incremental pay progression in exceptional circumstances relating to significant weaknesses (see definition in Section 3 below). It is not intended that this framework should be used to manage disciplinary matters; any disciplinary issue that arises should be managed in line with the ICB’s Disciplinary Policy and procedures.
2.2
Incremental pay progression for all pay points, within each pay band, 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 and delivery during the annual review period as determined locally in line with AfC Framework Annex A.
2.3
Provided the appropriate level of performance and delivery has been achieved during the annual review period, as evidenced in the appraisal, individuals will progress from pay-step point to pay-step point on based on the minimum periods of time described in Annex A, and in accordance with the ICB Pay Progression Policy.
2.4
Pay Bands 8c, 8d and 9 will continue to include an element of re-earnable pay. In the year after the employee has reached the top of the band, up to 10 per cent of basic salary will become re-earnable subject to performance. This process is described in full in Annex A. Those staff on bands 8c, 8d and 9 with reserved rights from the 2013 AfC agreement will receive protection of reserved rights on a marked time basis.
2.5
For each pay point on each pay band, the detail of the ‘individual journey’ for staff is detailed in Annex A.

2.6
Support and guidance will be available to all Line Managers in the implementation and application of the Agenda for Change framework from the HR Team. 
Please Note:  the above details in section 2 will be referenced within the ICBs ‘ Pay Progression’ Policy – for further advice on Agenda for Change revisions, the HR Team will advise.
3
DEFINITIONS 

AfC - Agenda for Change Terms and Conditions of Service 
Control Objectives - The required performance criteria defined by the organisation as being essential to pay progression

KSF - NHS Knowledge and Skills Framework and the Development Review Process

Significant Weakness - (AfC definition) -‘Significant weaknesses are those which prevent a staff member from continuing to apply consistently, across a recognised normal workload, the knowledge and skills specified under the KSF foundation post outline or for staff at the second gateway, the full range of knowledge and skills specified under the full KSF post outline, without continued supervision and support inappropriate to the post’. 
4       Roles / Responsibilities / DUTIES

4.1
Executive/Senior Leadership Team (E/SLT)

The Executive Leadership Team is responsible for:
· Setting and communicating organisational  objectives

· Ensuring all staff receive regular supervision from line managers and that alternative arrangements are made during times of line managers’ absences

· Ensuring the framework is applied in a consistent and equitable manner

· Reviewing the application of this framework.
· Ensuring they have the appropriate knowledge and skills and have attended suitable training to correctly apply this framework and procedure.
· Role modelling the use of the appraisal process
4.2
Line Managers
Line managers are responsible for:
· Ensuring this framework and procedure is applied to all staff accountable to them for annual appraisals. It is the responsibility of the manager to ensure that they complete the ICB appraisal process, providing details of whether an employee is able to proceed through their pay increment or if a deferral needs to take place

· Conducting annual appraisals/development reviews and ensuring that they have access to regular reports giving the names of their staff and their incremental date

· Ensuring they have the appropriate knowledge and skills and have attended suitable training to correctly apply this framework and procedure including equality training 

· Making decisions to defer incremental pay progression where appropriate.

4.3
Employees
Employees are responsible for:
· Engaging with all aspects of the appraisal system as a failure to take part without good cause could result in their incremental progression being deferred for a period. 
· Ensuring they have the appropriate knowledge and understanding of the framework and appraisal process so that they can fully participate.
5
REFERENCES

· Agenda for Change Terms and Conditions of Service Handbook

· ICB Pay Progression Policy
· NHS Knowledge and Skills Framework and the Development Review Process

· Disciplinary Policy
· Managing Work Performance Policy
· Professional Registration Policy
· Learning and Development Policy
· Statutory and Mandatory Training Policy
· The NHS Staff Council Additional Staff Council FAQs for England

PART 2 - THE PROCEDURE

1 PERFORMANCE AND DEVELOPMENT APPRAISAL 

1.1
Individuals will be introduced to the appraisal process at the start of their time in role and initial performance and development expectations will be set. 

1.2 All managers will have regular 1:1 meetings with their staff to discuss performance and development. These meetings should take place at least monthly and in some cases, at the discretion of the manager and individual, may occur more frequently. 

1.3 1:1 meetings should provide both the manager and individual with the opportunity to discuss any aspects of performance, competence, behaviour and development that may be appropriate in the context of the individual’s role and their current objectives. 

1.4
Appraisal Meetings shall usually be held between April and May. At these meetings performance (against agreed objectives) during the previous period will be recorded and expectations for the forthcoming year set. 

1.5
Reviews will be cascaded through the business to ensure there is a continuous line of sight between the ICB strategy, local business plans and individual objectives. 

1.6 
Completed Performance Objectives and Personal Development Objectives from Appraisal Meetings will be reviewed and signed off by the reviewer’s line manager (as well as the appraisee and the reviewer) to ensure consistency in performance bandings awarded and expectations set. 

1.7 
Management teams will participate in People Development Meetings after Appraisal Meetings to consider and refine the development plans and opportunities for employees in light of current and future capability and needs. 

1.8 
Interim Appraisal Meetings will be held half way through the review period during October and November. At interim meetings performance against objectives to date is rated and consideration is given to any necessary changes to expectations for the remainder of the review period. 

Flexibility 
1.9 
The ICB recognises that appraisals need to be flexible to meet the changing needs of the organisation and also the number and diversity of its employee groups. To support this, a 1:1 meeting to review performance or a more formal interim Appraisal Meeting, to adapt/adjust or add interim objectives, can be requested by either party at any time

Appraisal Meetings 
1.10
All Managers must ensure that priority is given to the Appraisal Meetings and that scheduled appointments are issued and only re-arranged where the needs of the business are paramount. 
1.11
Appraisal Meetings are most effective when well prepared for. Guidance has been provided to support the preparation of reviewers and appraisees. Management teams will also meet prior to Appraisal Meetings to ensure a consistent and transparent approach to these meetings. 

1.12
Reviewers must allocate a quiet place with no interruptions and sufficient time to each meeting to ensure that an effective conversation is able to take place and that an accurate and reflective record of this is made. 

1.13 
The conversation will include: 

· Review of performance against agreed Performance Objectives 
· An overall performance banding combining performance against objectives, and control measures 
· Discussion of personal aspirations and career development 
· Agreement of personal objectives and performance standards over the coming year and how these are aligned with the ICB strategy, quality outcomes and local business plans 
· Review of Personal Development Objectives during the last year 
· Development of Personal Development Objectives for the coming year 
· Recording of these discussions and outcomes onto the appraisal template document shown at appendix 1
1.14
People Development Meetings will be held within all management teams which will: 

· Explore performance bandings, ensuring consistency across the team 

· Consider development plans for employees in light of current capability needs within and outside of the team, and the capabilities the ICB needs to develop for the future. This will include identifying secondments, changes to responsibilities and personal development activities where appropriate. 

· Review action plans for underperforming employees to ensure they have appropriate help back to performance including the use of HR policies. 

The role of the reviewer’s manager 
1.15 
The reviewer’s manager has two key roles in the appraisal process. 

· They ensure a consistent approach is taken in the setting of objectives and expectations, how performance is measured and how development is supported. This is done by facilitating the team preparation meeting before reviews are carried out and by subsequently signing off completed reviews and participating in People Development Meetings. 

· The reviewer’s manager also monitors progress with reviews during review periods to ensure these are being completed in a timely fashion so that the cascade of reviews is not interrupted. 

1.16 
The reviewer’s manager will: 

· Facilitate Team Preparation Meetings for their direct reports. This includes ensuring the consistency of objectives set and their alignment with ICBs strategy, quality outcomes and business plans and a consistent approach to the allocation of performance bandings. 

· Monitor the progress and completion of Appraisal Meetings for their direct reports. 

· Sign-off completed Appraisal Meetings.
2. 
QUALITY AND MONITORING 
2.1 
Quality is monitored to ensure the quality and consistency of appraisal meetings and that meetings are taking place across the ICB. 

2.2 
The reviewer’s manager is responsible for facilitating Team Preparation meetings before Appraisal Meetings are carried out. Team Preparation meetings will explore common objectives within business areas and agree what levels of performance look like to enable consistency during Appraisal Meetings. During appraisal meetings and objective setting, managers and individuals must consider how their work and any objectives  fit with the ICB equality outcomes.
2.3 
All individual Appraisal Meetings will be reviewed by the reviewer’s manager following the meeting for sign off. This enables the reviewer’s manager to ensure the consistency of the objectives set and their alignment with the ICB strategy and plans, and the performance bandings allocated. It also enables them to understand the performance and talent within their team, and to support their team in ensuring adequate focus is given to managing each individual in their team appropriately. 

2.4 
Where the outcomes of an Appraisal Meeting does not appear to be of sufficient quality or consistency, the reviewer’s manager will explore this with the reviewer and the appraisee to understand the reasons behind this and ensure a consistent approach in the future. Meeting outcomes should be adjusted as necessary on the appraisal document before appraisal objectives are signed off. 

2.5 
HR will collate data from completed appraisals and provide summary data to the E/SLTs on performance bands and completion rates. The E/SLTs will disseminate appropriate information to their direct reports. 

2.6 
The outputs from individual performance and talent reviews will be collated by the relevant committee to extract data on talent, learning and development needs and completion rates. Where appraisal meetings are not being completed within agreed timescales, the reviewer’s manager will explore and address reasons for this.

3 
PLANNING DEVELOPMENT 
3.1 
The reviewer and the appraisee share responsibility for identifying learning needs and taking advantage of learning and development opportunities. Individual Personal Development Objectives will be kept up to date and referred to during Appraisal Meetings. 


Personal Development Objectives

3.2 
Individual Personal Development ‘Objectives’ will encompass learning needs relating to: 

· Development of the core capabilities the ICB needs to develop 

· Recovery of Performance Objectives / standards missed in the last performance year including training & development 

· Development of ability to act congruently with the ICBs values 

· Demonstrating the ICBs competencies/behaviours 

· Learning to support the achievement of Performance Objectives and standards for the coming year 
3.3 
Learning is most effective in causing an improvement in performance and personal change when it is conducted according to the following ratio: 

· 70% of development is on the job 

· 20% of development comes through learning from others 

· 10% of development comes from formal learning opportunities 
4. 
APPEALS PROCESS 
4.1 
Each reviewer and appraisee must agree the content of and sign the Appraisal Meeting documentation. Where no agreement can be reached a review with a more senior manager should be sought (this can be requested by either party). Where it is still not possible for any agreement to be reached the ICBs Grievance Procedure should be followed.
5.
PERFORMANCE BANDINGS

Below are the descriptions of the 4 banding levels (together with explanations of how they should be applied). These descriptions will be utilised as a means of reviewing the appraisee’s Performance Objectives. 

1]
Exceptional performer 
· All expectations in terms of each of the agreed objectives have been met and some will have been exceeded ( ie every single objective has been achieved). 

· The appraisee will have demonstrated a consistent positive, flexible and proactive approach to their work. 

· The appraisee takes responsibility for their own performance and development. 

· The appraisee consistently goes the ‘extra mile’ by volunteering for additional work and completing it to a high standard.

· The appraisee consistently contributes feasible solutions to making improvements within the ICB; offering to lead on these when required.
2]
Sound performer 
· Consistently meets the majority  of expectations in terms of agreed objectives and some may have been exceeded (ie the majority of objectives have been achieved) 

· Where expectations have not been met this has been marginal. Reasons have been identified and addressed. 

· The appraisee demonstrates a positive and flexible approach to their work and their development. 
3]
Developing performer 
· Some expectations in terms of agreed objectives will have been met or exceeded. ( ie.  50% of objectives have been achieved). 

· Some expectations will not have been met and improvement is needed. Appraisee recognises and understands the reasons for this and is developing. (This may reflect an individual getting to grips with a new role.) 

· The appraisee demonstrates a positive approach to their work and development. 

4]
Under performer 
· Consistently fails to meet some expectations in terms of agreed objectives. Immediate improvement is required. (ie less than 50% of objectives have been achieved) 

· A formal development plan will have been agreed with the appraisee to achieve a minimum standard of performance to enable the reviewee to achieve in their role. 
Please Note: It is recommended that the number of Performance Objectives set should be between 4 and 7 dependent on the role and seniority of the individual appraisee.
Personal Development Objectives

Personal Development Objectives are just as relevant for experienced employees who want to stay in their present role as for those who aim to further progress or change their career path.  Together identify, discuss and agree areas for development which will enable the employee to:

· Deliver their job targets

· Develop their teamwork, leadership and/or managerial qualities as appropriate

· Develop their experience and skills to meet longer-term job requirements or career aspirations, where these are compatible with business goals

· These should be categorised as below:   

a.
Mandatory training;

b.
Minimum essential professional requirements;

c.
Continuing professional development;

d. 
Role essential requirements to meet the ICB strategic aims and operational targets;

e. 
Individual and personal aspirations for development.
Please Note: It is recommended that the number of Personal Development Objectives set should be between 1 and 4 dependent on the role and the Performance Objectives of the individual appraisee agreed.
Professional Development Discussion (Registered Nurses only)
As from 2016 a Professional Development Discussion for Registered Nurses is required in order to revalidate and continue working as a registered nurse. 
For the purposes of the Performance and Development Review, the discussion/conversation should cover the following requirements:

1. All nurses must have an annual meeting with their line manager or senior nurse who undertakes a professional development discussion. This meeting must be a recorded and signed conversation about practice competence signed by someone who in this circumstance becomes your ‘Confirmer’
2. All nurses must be assessed against the key 25 standards of the revised Nursing and Midwifery Council (NMC) code of conduct.
3. You must demonstrate 450 hours of practice over three years.
4. Over the three year period nurses must declare that they have undertaken 40 hours of continual professional development (20 hours must be face to face learning).
5. Over the three year period all nurses must have collected a minimum of five statements of feedback to present to an NMC registrant as evidence of professional reflection and improvement in practice.
6. When it comes to revalidating with the NMC (which from 2016 must be done online) the name of the confirmer must be declared.
Please Note: Revalidation will take place every three years at the point of renewal registration. It is similar to the current Post-registration Education and Practice (PREP) requirements known as periodic renewal, but the NMC has recognised that PREP has not gone far enough to assure the quality of learning and professional development that each nurse undertakes to evidence they are fit to continue practice.
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