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     Appraisal Discussion Form 
 

At UHD we want all our staff to feel valued and understand the positive impact they make to our patients, our staff, and the wider 
organisation. Our values-based appraisal provides an opportunity to review and recognise achievements and progress, as well as 

receive feedback, establish future objectives and development. 
 

Your name  

Your job title  

Department/Ward  

Care Group / Directorate  

 

Name of Appraiser  

Job Title of Appraiser  

Date of Appraisal  

 
Appraisals are an ideal opportunity to make sure that your contact information is up-to-date on ESR.  Please take some time to 

double check this information and update it if necessary. 
  

Reflect
•Before your appraisal, take 
time to reflect on where you 
are in your role and what you 
want for your future.

•Use the Preparation Form to 
help with this and prepare for 
your appraisal discussion.

Review
•In discussion with your 
appraiser you will:

•review your past objectives

•consider the behaviours you 
have demonstrated

•discuss your current role 
and future aspirations

Plan
•With your appraiser consider 
the overall team objectives.

•Discuss and agree your 
individual work place 
objectives and personal 
development plan
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Summary of Discussions 
 

Looking back over the last period – summary of discussion  

(Optional examples include: Feedback received, learning, workplace examples; involvement in groups i.e. networks, champions) 

 

 
Review of last year’s objectives 
 

What I needed to deliver When I needed to do 
this by  

What went well What I learnt Achieved? 
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Trust Values 
 

Value Examples of behaviour  
(for full details refer to the UHD Behaviour Framework) 

Summary of discussion  

We are caring 

Being approachable and friendly to everyone, smiling and 
making eye contact. 
I am kind, caring, respectful and compassionate - seeking 
to understand the needs of others 
Exceeding expectations and helping others  

How have I demonstrated the trust values this year? 

 

We are one 
team 

Working collaboratively with others to ensure excellent 
quality care.  
Offering help and support and encouragement in difficult 
times, learning from others and celebrating success. 
Working efficiently and flexibly to make the best use of 
available resources and supporting the team. 

We are 
listening to 
understand 

Communicating clearly and effectively, overcoming barriers 
and understanding the impact on others.  
Listening to fully understand different points of view  
Recognising and openly valuing the contributions and 
opinions of others. 

We are open 
and honest 

Being honest with other and offering constructive feedback, 
sharing experiences and learning. 
Speaking openly about experiences and encouraging 
others to do the same, creating an environment where it is 
safe to speak out. Contributing an open reporting and 
learning culture by supporting others when things go wrong.  

We are always 
improving 

Striving to do my best, developing myself and trying new 
ways of doing things and learning from others. 
Actively seeking to remove obstacles and barriers, and 
making suggestions to improve my service(s). 
Considering the impact any changes and decisions have on 
the budget and other stakeholders. 

We are 
inclusive 

Valuing the diversity and differences of everyone by treating 
people with fairness, respect and dignity; without 
favouritism or discrimination. 
Challenging behaviours and practices that exclude others.  
Promoting a sense of belonging and inclusivity, where 
everyone has a voice and is able to contribute. 

 

 
 

  

Based on your discussion above, have you identified any development needs?  
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Thinking about now and my future  

   

How are you?  How do you feel?   

  Would you like your role to evolve or change? 
If so, how? 

How is work going? What do you need in order to do your job effectively   

  

What challenges/obstacles are you faced with? What ideas do you have to 
overcome these? 

 What are your future aspirations? 

   

What could be done to improve your working life?  Only if applicable;- 
If you are looking for another role, based on your 
performance in your current role (i.e. the review of 
your objectives and behaviours) agree with your 
appraiser your readiness for this. 
 
Now         6 – 12 months          2 – 3 years  

  

What would you like to achieve in your current role?  

  

 

Based on your discussion above, what development do you need?  
 

What support do you need? 
 

If you manage other people, what are you doing to support the health and wellbeing of your team members? 
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 My Objectives 
 

The Trust’s 2024/25 strategic objectives  
  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
  
 
 
 



6 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



7 
 

My team’s 2024/25 objectives [update as appropriate] 
 

This year our team will…….. 

 
 
 
 

My work place objectives (Tasks or projects relating to Trust and Team objectives)  

What I need to deliver How this will be measured When I need to do this by What support I might need 

    

    

    

    

    

 

Personal Development Plan 
 

Have you met the clinical/professional/technical requirements for your role as outlined in your job description? 
(If relevant, please attach your professional standards portfolio) 

Yes ☐     No ☐ 

‘Is your brain green?’ – A reminder to review your core skill requirements. Also consider other professional training or development 
requirements as well as any department specific training? 

Yes ☐     No ☐ 
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My personal development objectives (this includes skills, knowledge and/or behaviours that need developing in order to achieve your work place 

objectives and/or future aspirations) 

What do I want/need to 
learn? 

What will I do to achieve 
this? (Consider all types of 

learning methods) 

What resources or support 
will I need? 

What will my success criteria be? 
(Link to workplace objectives if 

appropriate) 

When I need to do this by 

     

     

     

     

 

Has your appraisal helped you to agree clear objectives for your work? Yes ☐     No ☐ 

Has your appraisal left you feeling that your work is valued by your organisation? Yes ☐     No ☐ 

 
 

APPRAISER- Record any overall comments  
 Signed 

 

Date    

APPRAISEE- Record of overall comments 
 Signed 

 

Date    

 


