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GUIDANCE NOTES



The purpose of this form and associated meeting is to ensure that every member of staff sets aside some time to have a meaningful discussion with their line manager.   

The meeting will consist of an appraisal, which is where you look back across the year, discuss progress against the objectives you were set at the outset, discuss your achievements and your highs and lows.  You will then discuss the forward look, where you will set SMART objectives for the next 12 months, have an opportunity to discuss your development at Anstey Horne and look at any training that may be required. 

You should complete this form and submit to your line manager a minimum of 1 week prior to the meeting, the meeting should typically last no longer than an hour.  We ask that you complete the form in a concise way, with the use of bullet points where possible. All boxes are mandatory bar 4 and 6 which are noted ‘optional’.  Note: if you joined after the last set of formal appraisals, then you won’t have been set objectives, you can therefore leave 1a blank.  We are still keen to hear your highlights so far, so please continue to complete sections 1b onwards. 

When answering the points, we ask that both parties have in mind Anstey Horne’s values – 
· Transparent 
· Empowering 
· Respectful 
· Integrity 
· Innovative 

	1
	Appraisal - Looking back  (Employee) 

	1a
	Progress Against Objectives set (max 250 words) 

	
	Here you will review your progress against the objectives set at the beginning of the year.  
Note your progress – i.e completed, part complete, no longer relevant or still outstanding. 
You can list any objective specific items – where you have gone above and beyond or state any reasonings as to why an objective hasn’t been met. 


	1b
	Self-Development – What have been your highlights over the last 12 months? (max 150 words)

	
	This is a chance to note any areas of achievement outside of your objectives. 


	1c
	Self-Development – Challenges  (max 150 words)

	
	Use this space to document areas where you have struggled, areas you have found frustrating or areas where you feel you could improve or require more support. 


	2
	Appraisal - Looking back  (Line Manager) (max 200 words)

	
	This is where the line manager will summarise their thoughts on how the last 12 months have gone. 
This can be drafted prior to the meeting, but the final comments are to be agreed by both parties. 




	3
	Development Review - Looking Forward 

	
	Objectives  

	
	· Look to set a minimum of 3 objectives.  Whilst a limit has not been set, be mindful of what is achievable in the next 12 months 
· Aim to set short, medium and long term objectives
· Perhaps view box 1c ‘self-development -challenges’ when thinking of potential objectives.
· Objectives need to be SMART – Specific, Measurable, Achievable, Relevant & Time Bound
· When thinking of objectives, try to cover all areas of the business / self-development. Headings could be 
1) Technical Competence 
2) Client Care 
3) Financial 
4) Operations / Process 
5) Business Development 
You could also reflect on our values, think perhaps how you can improve at applying them. 
· Your line manager will also come prepared with any objectives they feel appropriate / key to your development 



	OBJECTIVE ONE (SEE EXAMPLES AT THE END OF THIS DOCUMENT)
	Timescale

	A simple one line summary of objective 
	A date / month

	How I will achieve  

	The measurable steps you will take to achieve. You should be able evidence a “done” to anything listed here. 




	Timescale 

	When you set objectives, you want them to be realistic. 
You will also have a check in midway through the year to check and record progress. 
You don’t need to set them all for 12 months’ time and so in this box you can put 3 months / 6 months etc or name the month or even specific date if you have one. 



	4. Career Development Planning (Optional) max 250 words

	This box is to be used for discussing the next steps in your career. 
· A desire to develop within the business 
· A desire to expand into other areas / sectors of the business 
· A desire to learn other skills 

This will be an open discussion
· Your line manager may discuss areas of improvement needed prior to moving to the next step. 
· Discuss mentoring / training requirements or the need for exposure into other areas of the business. 



	5.  Training / Support Requirements max 100 words

	
· List any training you think might be helpful on either technical or professional topics. 
· Think about any ways your line manager or individuals within AH can support you.


	6.  Any Other Feedback (Optional) 

	This is an opportunity to give any feedback, positive or constructive.
Things to think about could include 
· Line Manager ways of working / relationship 
· Improvement suggestions for your team / the business 
· Feedback on the how the business demonstrates our values 




	6.  Line Manager Summary (max 150 words)

	This is to be filled in by the line manager either during or immediately after the meeting.  To be agreed by both parties and then signed off below. 
This form is then filed to each staff member’s personnel file. 



	Signature 
	


	Line Manager Signature  
	





EXAMPLE OBJECTIVES 

	OBJECTIVE ONE 
	Timescale

	Take over line management of xx
	9 months 

	How I will Achieve  

	· Set introductory and handover meeting with xx and xx
· Organise line management training 
· Set regular ‘check-ins’ in line with the company timeline



	OBJECTIVE TWO 
	Timescale

	Achieve % profit on xx job 
	6 months 

	How I will Achieve  

	· Ensure I stick to the scope of services agreed 
· Remain focused to achieve tasks on time 
· Keep the client updated on progress of works 
· Ensure invoicing is produced and issued in a timely manner on project completion
· Work with finance to chase payment if not paid within timeline 








	OBJECTIVE THREE  
	Timescale

	Business Development / Build my profile 
	12 months 

	How I will Achieve  

	· Increase my LinkedIn connections 
· Aim to post once a month 
· Aim to provide an update for the company page a minimum of three times this year 
· Attend at least 4 industry networking events 
· Aim to set up a business to business meeting with xx 



	OBJECTIVE FOUR 
	Timescale

	Better Client Care 
	6 months 

	How I will Achieve  

	· Organise a physical check in with xx 
· Update client via ‘weekly email’ my progress for that week 
· Obtain formal feedback on completion of my project 



	OBJECTIVE FIVE 
	Timescale

	Training & Development 
	12 months 

	How I will Achieve  

	· Ensure all mandatory H&S training is done
· Look to organise 2 external CPDs for my team this year 
· Mentor xx and check in monthly to see how I can support them better 
· Look at time management courses and present quotes to xx for consideration 
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