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PERSONAL APPRAISAL DEVELOPMENT REVIEW (PADR)/ PAY PROGRESSION


RECORDING DOCUMENTATION 
BOOKLET






Reviewee Name:

Reviewer Name:

Managers Name:

Department:




INTRODUCTION

It is good practice to hand this booklet to the reviewee at the beginning of the review period to use as a working document throughout the year, then to pass it back to the reviewer 2 months prior to the date of the PADR meeting to allow time for the reviewer to add comments.

The PADR/ Pay Progression meeting must take place 8-12 weeks prior to the reviewees incremental date.

Following the meeting, the outcome must be recorded on ESR Self Service (guidelines attached). You MUST use ESR to record the PADR/ Pay Progression review. 


Copies of the full completed documentation booklet MUST be kept on the Reviewee’s personal file and provided to the Reviewee.

SECTION 1: PERSONAL DETAILS AND KSF OUTLINE
	Reviewee Name
	Employee Number
	Job Title
	Department

	

	
	
	

	Reviewer Name
	Employee Number
	Job Title
	Department

	

	
	
	

	Managers Name
	

	Reviewee’s Increment Date
	
	Type of Review
	 Mid year PADR

	
	
	
	 Annual PADR

	Date of Review
	
	
	 PADR/ Pay Progression 

	Is Pay Progression to be awarded (also complete section 6)
	 Yes
	Has Nurse revalidation been discussed
	 Yes

	
	 No
	
	 No

	
	 N/A
	
	 N/A



PROGRESS AGAINST KSF DIMENSIONS AND LEVELS	
	Core Dimensions
	Subset KSF Outline Level
	Full KSF Outline Level
	Current Assessed Level
	Evidence Provided

	C1 Communication

	
	
	
	

	C2 Personal & People Development
	
	
	
	

	C3 Health, Safety & Security
	
	
	
	

	C4 Service Improvement
	
	
	
	

	C5 Quality

	
	
	
	

	C6 Equality & Diversity

	
	
	
	

	Specific Dimensions – HWB – IK – EF - G

	1.

	
	
	
	

	2.

	
	
	
	

	3.

	
	
	
	

	4.

	
	
	
	

	5.

	
	
	
	

	6.

	
	
	
	



SECTION 2: VALUES AND BEHAVIOURS
The Values and Behaviours listed below are what staff said was important about the way we all behave towards each other and the people we serve.

	Our Values
	Our Behaviours

	· Care about the people we serve and the people we work with. 
· Act with kindness – because it costs nothing, and makes all the difference in the world. 
· Show trust – because our staff have been trained to do their jobs and we work at our best when we feel we are being trusted. 
· Take and expect personal responsibility – because everyone has a job to do and we are all responsible for doing our jobs as well as we can. 
· Be respectful – because this is what we want for ourselves. 
· Always act with integrity – because we build trust and respect if we keep our promises, do what we say we will do, and work as colleagues together. 
	How these values can become part of our everyday behaviour is:
· Being enthusiastic and taking responsibility for what we do 
· Doing what we say we will do and being honest with ourselves and others 
· Treating people as we would like to be treated, and always with compassion 
· Thanking people, celebrating success and, when things go wrong, asking “what can we learn?” 
· Looking for feedback on how we’re doing and always striving for better ways of doing things 
· Never letting structures get in the way of doing the right thing




Please provide comments and evidence of how the reviewee has incorporated the values and behaviours into their working practice;

	Reviewee Comments

	








	Reviewer Comments

	











 SECTION 3: OBJECTIVES
	Core Organisational Objectives 
	Previous 12 months
	Next 12 months

	
	Achieved (y/n)
	Comments
	Target Date for completion
	Action proposed by Reviewee

	Objective 1
	
	
	
	

	The requirement for individuals to have a compliant PADR within the past year and have evidence of an agreed PDP and a set of objectives.
	
	
	
	

	Objective 2
	
	
	
	

	The full achievement of previously set objectives, subject to any mutually agreed variations.
	
	
	
	

	Objective 3
	
	
	
	

	The achievement of 100% completion of the 10 core modules of the UHB Statutory and Mandatory training requirements (see section 4) and any post/ role specific modules or training as appropriate.
	
	
	
	

	Objective 4
	
	
	
	

	Demonstrable application of the knowledge, skills (KSF) and behaviours required for their role in line with the UHB values.  In the case of staff employed at Band 8c and above, the individuals concerned must seek and provide a range of feedback from patients/ clients, colleagues and partners.
	
	
	
	

	Objective 5
	
	
	
	

	Met their professional/ regulatory Continual Professional Development requirements e.g. NMC Revalidation, HCPC registration etc.
	
	
	
	

	Objective 6 – Applicable to Line Managers/ Reviewers only
	
	
	
	

	Line Managers will need to evidence that they have conducted PADRs with clearly defined work objectives for all staff reporting to them.  New starters (i.e. within 3 months of appointment), staff on long term sickness and maternity leave will be excluded from this.  This will be a standing objective for all managers and will be reviewed at the Managers own performance appraisal meeting.
	
	
	
	




INDIVIDUAL PERFORMANCE OBJECTIVES <YEAR>                                                                                              

Name: 									Date:


	Objective
	Action
	Measured By
	Working With 
	Deadline/ Review dates

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	






SECTION 4: E-LEARNING STATUTORY AND MANDATORY TRAINING

To be completed prior to the meeting;

	
Category

	
Refresher Period
	Approximate Timings (excluding assessments)

	Date Completed

	1. Dementia Awareness
	Every 3 years
	30 minutes
	

	2. Fire

	Annual update
	Level 1 -30 minutes
	

	3. Health and Safety

	Every 3 years
	Level 1 -30 minutes
	

	4. Infection Prevention and Control
	Every 3 years
	Level 1 – 30 minutes
Level 2 – 40 minutes
	

	5. Information Governance
	Every 2 years
	20 – 30 minutes
	

	6. Manual Handling

	Based on risk assessment
	25 minutes
	

	7. Mental Capacity Act
	Every 3 years
	30 minutes
	

	8. Resuscitation

	Based on risk assessment
	40 minutes
	

	9. Safeguarding Adults

	Every 3 years
	25 minutes
	

	10. Safeguarding Children
	Every 3 years
	Level 1 – 25 minutes
	

	11. Treat me Fairly (Equality)
	Every 3 years
	30 minutes
	

	12. Violence and Aggression
	Based on risk assessment
	Level A – 20 minutes
Level B – 20 minutes
	

	13. Violence Against Women, Domestic Abuse & Sexual Violence
	Every 3 years

	1 hour
	

	14. 
	

	
	

	15. 
	

	
	

	16. 
	

	
	

	17. 
	

	
	



This information can be obtained via the compliance matrix in ESR

**Please note – These are the core statutory / mandatory training modules required. You will also have to complete further modules specific to your role. 


SECTION 5: DISCUSSION

	Review of the previous 12 months against the KSF Outline and last years objectives (complete section 4);

	Reviewee Comments

	






	Reviewer Comments

	






	Identify below any development gaps identified and required to maintain your objectives and KSF Post Outline (please transfer into Section 4)

	









	Discuss any long term goals/ personal aspirations

	









	Any suggestions for service improvements?

	












SECTION 6: PAY PROGRESSION AGREEMENT

Pay progression will be measured on whether performance is satisfactory or unsatisfactory:

Satisfactory – has successfully met all of the core organisation objectives, has met the expected work objectives, demonstrated the right behaviours and ways of working, and has shown how they have developed or improved their area of work.  Therefore the increment will be awarded.

Unsatisfactory – has not met all the core organisation objectives, has not met the expected work objectives, and/ or has not demonstrated the right behaviours and ways of working, and/ or has not shown how they have developed or improved their area of work, no increment is to be awarded.

RATING (please tick)*
 Satisfactory – pay progression is to be awarded
 Unsatisfactory – no pay progression is to be awarded

* You MUST record the outcome of the meeting on ESR – guidance on how to do this is available on the online PADR/Pay Progression Toolkit. 



	REVIEWEE ADDITIONAL COMMENTS

	










Reviewee Signature:

Date:

	REVIEWER ADDITIONAL COMMENTS

	










Reviewer Signature:

Date:
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