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1. Introduction: 
1.1. Nelson College London operates a formal appraisal system which relates to all staff 

including part-time staff. The system operates on the same basic principles for all 
categories of staff, whether they are in academic, admin, accounts or any support staff. 

 

2. Points for guidance: 
2.1.  All staff other than the staff on probationary review are to be appraised annually by their 

line manager.  Appraisals can be carried out at any point during the academic year and 
appraisee and appraiser should agree on a Personal Development plan for the appraisee 
for the following year. The appraiser will carry out a one to one mid-term appraisal review 
and other informal reviews as necessary throughout the year. This is to ensure that the 
appraisal objectives are still appropriate and to check the progress of an agreed action 
plan. 
 

2.2. The generic college appraisal system is to be used and all appraisers will be trained in 
the requisite process and people skills. 
 

2.3. The appraisal form is to be completed by the appraisee and appraiser.  The appraisee 
adds his/her comments and both parties sign the form and keep a copy, with a further 
copy being sent to Human Resources and kept on confidential HR file. 
 

3. Appraisal Meeting: 
3.1. The appraiser and appraisee should prepare separately for the meeting. Up to 2 hours 

should be set aside for the meeting. Every effort should be made to ensure that the 
meeting takes place in a relaxed and neutral environment, free from interruptions. 

3.2.Meeting points 
3.2.1. A review of outcomes of the last appraisal meeting (not appropriate when 
commencing the process for the first time); 
3.2.2. A  review  of  the  appraisee's  current  activities  and  their  relevance  to  the 
Appraisee's Role/Job Description; 
3.2.3. A review of key achievements, opportunities, frustrations and dissatisfactions; 
3.2.4. A review of strengths, contribution to team or College initiatives; 
3.2.5. A consideration of professional development priorities; 



3.2.6. Reaching agreement on key actions and development needs to be 
undertaken by both parties. 

4.  Outcomes from appraisal: 
4.1.The primary outcome from appraisal should be a clear understanding of the strengths 

and weaknesses of the appraisee’s performance in relation to current and expected 
needs of the department and the College. There will also be a clear action plan which 
sets out the specific objectives and training and development opportunities which need to 
be pursued by the appraisee, and the role of the appraiser in helping to ensure that they 
are actually undertaken. 
 

4.2.Those parts of the appraisal discussion which relate to an individual’s performance 
should remain confidential to the appraiser, the appraisee and to other senior managers.  
 

4.3.While it is the task of the line/senior managers to manage the appraisal process and 
make sure the process benefits both individual staff members and the department as a 
whole, it is the task of the Principal/Director to monitor the process.  

 

5. Appraisal and promotion: 
5.1.For many posts in the College, the grade is fixed by description of the post (not by the 

qualifications and performance of the individual) although progression within a grade may 
reflect the management view of performance.  It is, therefore, most important that no 
immediate link is suggested between appraisal and the regarding of posts, although 
effective appraisal procedures will improve the appraisee’s performance and may 
contribute to career advancement in College or elsewhere. 
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