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Policy 
 
Annual staff reviews are conducted to ensure continuing high levels of work performance and to 
assist in job enrichment.  The review is part of a continuous process of feedback to individual staff 
on their work performance. It is extended to include performance improvement and career 
development. 
 
Performance reviews benefit the practice and its employees by: 

• ensuring all staff know what is expected of them and how their work is important to the 
practice. 

• providing staff with formal recognition and appreciation for their work. 

• providing an opportunity to review goals, celebrate achievements and set objectives for the 
future. 

• helping staff to develop their skills and performance to achieve practice goals and further 
their own career. 

• dealing with problems and resolving grievances  
 
A review involves identifying, evaluating and developing the work performance of staff so that 
Practice goals are more effectively achieved.  At the same time the process benefits staff in terms 
of recognition, receiving feedback, catering for work needs and offering career guidance and 
support. 
 
The relevant position description forms the basis for evaluation and lines of accountability. 
 
The performance review document, including comments concerning current progress and future 
goals, is signed by both parties, with a copy retained by the staff member. The original is filed in 
the Staff Record File. 
 
Reviews are not directly linked to salary levels nor is it the forum for seeking a pay increase. 
 
The performance review should not be the forum for sorting out issues which have occurred over 
the previous year. Any issues which may arise should be addressed immediately.  
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Procedure 
 
A review is conducted after the probationary period and then annually.  
 
A Performance Review Pack (F05) has a checklist to assist with planning and to ensure all steps 
are completed. 
  
A detailed description of each step and hints follows. 
 
Step 1: Plan & prepare 
 
An effective performance review process can increase productivity, staff motivation and morale.  
 
Notify the employee of the impending review at least 1 week in advance, at which time a mutually 
convenient time can be arranged for the meeting.  
 
Provide the employee with a self-appraisal questionnaire and a copy of their current job description 
to help them prepare for the review, and have an opportunity to reflect on examples of their 
achievements, problems they have encountered and areas they would like to improve.   
 
Review the employee’s job description, their self-appraisal and records of previous performance 
reviews.  
 
Plan what to say and how to say it during the appraisal. Focus on productivity, quality of work, 
reliability and team work. Be objective and provide supporting evidence, examples and 
documentation, especially in relation to poor performance. Use positive reinforcement to 
encourage desired behaviours. 
 
Step 2: Conduct the review 
 
Begin with a description of the aim and process of the review, to help the employee feel comfortable 
and non-defensive, as described on the Self-appraisal questionnaire.   
 
Performance reviews give employees an opportunity to receive appreciation and recognition for 
their achievements, raise problems and resolve grievances, set goals for the future and discuss 
the training and development opportunities they need to do their job better and further their career.   
 
Performance reviews provide practice management with a chance to re-motivate employees, re-
focus attention on practice goals and strategies, acknowledge employee achievements, deal with 
problems, align employee goals with those of the practice, assess staff development needs, learn 
more about each employee and determine those who are ready for additional responsibilities. 
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Set a positive tone for the discussion by starting the review with a brief account of the employee’s 
strengths, recognition of their achievements and appreciation for their contribution to the practice.   
 
Deal with any issues arising sensitively and constructively. Remain calm at all times, focusing on 
the facts and not personalities.  
 
If communication is regular and open there should be no surprises for either party in performance 
appraisals. However, if an issue is raised for which one party is not prepared, listen carefully to the 
problem and ask for specific examples and evidence. Arrange to respond at a later time, once 
there has been an opportunity to consider the problem and conduct further investigations if 
required. Do not be tempted to make hasty decisions or ignore problems, hoping they will go away. 
 
Review the job description and the targets or goals set in previous reviews. Ask about the 
employee’s plans and goals for the future, looking at their career development. Discuss the future 
needs of the practice, seeking to find opportunities for the employee to achieve their goals in ways 
which will also add value to the practice. 
 
Work together to set new goals for the future, using the SMART principle for goals:   
Specific, Measurable, Achievable, Relevant (to both the needs of the practice and the employee) 
and Timely. Establishing mutually agreed goals will result in greater employee ownership and 
commitment to achievement of the goals.    
 
Identify areas where the employee’s performance or career development would benefit from 
training, additional resources or equipment, a different allocation of responsibilities for better use 
of time etc. For both parties it is important to only make promises and commitments which can be 
kept, or a loss of trust will result.    
 
Adjust the job description to reflect any new responsibilities or role changes. Document any agreed 
goals and targets as well as commitments to training or support made by the practice.  Agree on 
a time line for completion of agreed tasks and for the next review. Generally the time frame for the 
next review will be 12 months but if an employee has been given new responsibilities or an 
improvement in performance is required the next review may be in 1-3 months.   
 
Record the details of discussions and any agreements made on the Performance Appraisal Pack.  
Allow the employee to read the record of the review and suggest any changes or additions.  Once 
both parties are satisfied that the document is a correct record of the discussions, sign the last 
page of the Staff Performance Review Pack and date it. Give a copy to the employee and file the 
original on their Staff Records File.   
 
Finish the review by thanking the employee for their participation in the review process, concluding 
with a positive statement about what has been achieved and the benefits anticipated in the future. 
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Step 3:  Follow through 
 
Ensure the practice keeps all commitments made in the review, ranging from promises for 
additional training and career development or consequences for continued poor performance. 
 
After the review these commitments should be incorporated into the staff member’s planning 
schedule. 
 
Issue an updated job description, if required. Give a copy of the new job description to the 
employee and let them check it before adding it to the employee’s Staff Records file. 
 
If unsatisfactory behaviour continues after the practice has taken all reasonable steps to address 
possible causes including provision of adequate instructions, training, resources and time, 
disciplinary action may be required.  
 


