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 Our People are our greatest strength    
1. Introduction   
 
• The Real Apprenticeship Company Ltd is committed to becoming an excellent performing training provider, and 

people and performance management are at the centre of this drive for improvement. Operating in an 
environment where the only certainty is that nothing stands still, the only constant is the constant need for 
change and improvement.   

• An employee performance appraisal scheme is fundamental to managing and improving the Company’s 
performance and the achievement of objectives. Its role is to link 90 day priorities and targets with work 
programmes and performance standards for individual employees.   

• Developed using good practice methodology the Company’s performance appraisal scheme upholds the principles 
of the Investor in People Standard by providing a systematic approach to setting and communicating objectives; 
assessing performance and developing employees in line with aims and objectives.   

• Appraisal provides a match between what people can and are motivated to do with what the Company needs 
them to do. The process is cyclical and engenders a culture of continuous improvement.   

  
2. Executive Summary of the Key Points of the Performance Appraisal Scheme   

• The performance appraisal scheme applies to all employees of the Company.   
• The scheme is designed to meet the particular needs of all employees.   
• Appraisal links Company priorities and targets with work programmes and performance standards for 

individual employees.   
• Achievements are reviewed against targets or objectives, and the Company’s core values, which describe the 

benchmark of performance expected of all employees.   
• Individuals and their line manager agree an overall performance level.   
• Training and development is focused on the achievement of targets and objectives.   
• Appraisal will take place within the probationary period and then every 180 days.   
• Appraisal does not remove a manager’s responsibility to establish and maintain a dialogue with an employee 

regarding their performance on a day-to-day basis, but provides a positive opportunity to motivate 
employees and stand back from day-to-day matters and take stock of all these discussions  

• Where appropriate, a team appraisal can take place, however, it is important to emphasise that managers 
should still offer the opportunity for confidential individual discussion.   

• Appraisal should not be used as a disciplinary mechanism to deal with poor performance, but may provide 
evidence of action taken that would support the implementation of other policies.  

• Where employees are unhappy with the outcome or content of their appraisal, the matter will be resolved 
using the appraisal appeals procedure.   

• Information gathered during appraisal will be confidential to the parties involved, i.e the employee and the 
Company as the employer.   

• Performance levels will be collated to provide an overall picture of employee performance across the 
Company; however, individual performance levels will remain confidential to the parties involved.  

  
3. Benefits of Appraisal   
• Most employees want to achieve things in their job and feel recognised through their achievements. Appraisal 

provides a specific, more formal opportunity each year for every employee and their manager to have purposeful 
two-way discussions about their job, present and future, and their specific training and development needs. If the 
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exercise is a success both parties can be sure that talents are being developed to their full potential and being 
properly applied in the best interests of individuals and the Company.  

• An appraisal scheme enables employees to understand what they are required to do in their job role, the 
standards and timescales involved and the standard to which they are performing. Appraisal raises awareness of 
individual, team and corporate objectives and provides the forum to devise a personal learning plan to enable 
objectives to be met.   

• The benefits of appraisal to individuals and line managers are:   
 To clarify role and stimulate a sense of purpose   

 To clarify expectations and standards of performance   
 To provide opportunity for two way communication/constructive feedback   
 To raise awareness of strengths and areas for improvement   
 To recognise achievement   
 To reveal problems and inefficient work practices   
 To provide opportunity to discuss and identify training needs   

• The benefits of appraisal to the Company are:   
 To provide a consistent approach to improving performance   
 To provide a structured means to assess employee performance and training and development needs   To 

monitor progress towards the achievement of targets/objectives   
 To improve communication   
 To develop a motivated and effective workforce   
 To improve performance   

  
 Principles   
• The Company is committed to appraisal and will provide appropriate resources, within available resources, to 

train and develop employees to be capable, willing and confident.   
• In accordance with the principles of equalities and diversity, the commitment to appraisal and training and 

development, extends to everyone regardless of their gender, race, colour, ethnic or national origin, religion, 
disability, marital status, caring responsibility, trade union membership, age, sexual orientation, working pattern 
or grade.   

• All employees will have an annual appraisal within their probationary period and then every 180 days. Appraisal 
can, exceptionally, take place outside this prescribed timeframe, e.g. to support new or transferred employees 
and/or where there are abnormal operational pressures. Extensions to these timeframes will be agreed with the 
CEO.  

• An annual appraisal does not remove a manager’s responsibility to establish and maintain a dialogue with an 
employee regarding their performance, role, training, development and future. Employees should be made aware 
of their strengths and development areas on a regular basis so that there are no surprises when the formal 
appraisal takes place.   

• The appraisal discussion provides a formalised opportunity to stand back from day-to-day matters and to take 
stock of all these discussions and all the developments that are going on, in order to ensure individuals and/or 
team efforts and achievements meet personal, team and Company requirements.   

• Appraisal will not be used as a disciplinary mechanism to deal with poor performance. The appraisal 
documentation can be used to record unsatisfactory performance together with notes of action taken to remedy 
deficiencies, which may provide evidence that would support the implementation of other policies.   
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• Where employees are unhappy with the outcome or content of their appraisal and it cannot be resolved with 
further discussion, the matter will be resolved using the appraisal appeals procedure.  

• Information gathered during appraisal will be confidential to the parties involved, i.e the employee and the  
Company as the employer. Training needs will be recorded onto the HR system and used to formulate the  
Company’s training plan. Performance appraisal data may be collated to provide an overall picture of performance 
levels across the Company; however, individual performance levels will remain confidential. The appraisal process 
will comply with the principles of the Data Protection Act 1998.   
  

• Quality assurance is important and all versions of the appraisal scheme will:   
 Accord with the principles of good practice, equalities and diversity   
 Provide a fair, reasonable and unambiguous approach to appraisal   
 Provide opportunity for two-way communication   
 Agree an overall performance level   
 Review performance, applaud achievements and provide constructive feedback   
 Consider what has been achieved, using targets and/or objectives   
 Consider how this has been achieved, using the core values   
 Agree future work standards and targets that are linked to Company   
 Identify training and/or development needs   

  
Roles and Responsibilities   
  
• Line Managers will:   

 Be properly trained and committed to the appraisal scheme   
 Clarify team and/or service area priorities/targets/objectives   

 Clarify priorities for effective spend of service area training budget   
 Agree the key areas for discussion, date, venue and time allotted   
 Set aside appropriate time and resources to undertake appraisal   

 Review individual performance fairly, constructively and without bias   
 Identify and agree individual targets/objectives as appropriate   
 Review, identify and agree individual training and development needs in line with service plans, operational 

objectives and budgets   

 Plan and support training and development activities   

 Establish objectives and focus for training and development activities   
 Provide opportunities for the application and sharing of learning   
 Inspire and motivate people to learn, develop and improve   
 Complete admin/documentation in a timely manner   

  
• Individuals should:   

 Be committed to the appraisal scheme   

 Self-assess personal performance against targets/objectives/core values   

 Self-assess personal training and development needs   

 Discuss and review performance constructively   
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 Discuss and review training and development needs constructively   

 Undertake training and coaching in order to improve knowledge and skills as necessary   

 Apply what is learned as soon as possible   

 Draw on the knowledge of others to improve own capability   

 Readily share knowledge and information as appropriate   

• The Chief Executive should:   
 Provide specialist advice to individuals and managers   
 Plan and support training and development activities that are generic, provide economy of scale and value for 

money   

 Ensure training and development activities are effective and provide value for money   
 Co-ordinate the appraisal scheme and monitor conformity   
 Modify the appraisal scheme in response to changing needs   

 Promote a culture of learning and development   
 Assist in appeals as appropriate   

  
  
Documentation   
• Documentation can be filled in by hand or online. Master copies can be obtained from the Company’s website site  

Hard copies of the completed documentation should be signed and dated by the individual and the line manager.   
• One copy is retained by the individual   
• One copy is placed in a sealed envelope on the employee’s personal file   

  
Policy Review   

The policy and procedure will be reviewed by the management team, in consultation with staff. Levels of compliance   

• Employee feedback   
• Obstacles or difficulties encountered   
• Benefits and known areas of improvement   

The Appraisal Scheme   

The Appraisal Scheme will be applied to all employees. The Appraisal is not a performance related pay scheme.  
Assessment will be set against objectives/targets. To support the ongoing development of a performance 
management culture; individual SMART objectives/targets are a key feature of the Appraisal Scheme. Following 

the probationary review appraisal managers will set SMART objectives or targets. These are: Specific Measurable  

Achievable Relevant Timebound. A minimum of three to a maximum of six objectives will be agreed. Assessment 

will also be against the core values. The core values describe the benchmark of good performance expected from all 
employees of the Company.  The core values for employees are:  
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Performance   

• Carries out work with quality and accuracy in mind   
• Responds to learners, employers, partners and other staff positively, promptly and with courtesy   
• Upholds the principles of equalities and diversity avoiding discrimination or prejudice   
• Communicates in a clear and concise way to emphasise the key message, avoiding jargon   
• Perseveres when facing difficulties, remaining calm under pressure   

  
Team Working   
• Offers help and co-operates with others to get the job done   
• Treats people with respect, recognising we’re all different   
• Punctual and has a good attendance record   
• Responds positively to change, and has a ‘can-do’ outlook   
  
Job Knowledge   
• Complies with policies, laws and regulations   
• Keeps up to date and undertakes training and coaching   
• Learns from others and helps other people learn   
• Uses initiative to get the job done, recognising when to involve someone with more experience and/or authority   
  
 In recognition of the increased expectation placed upon managers, additional core values specific to leadership, 
getting results and development are applicable for all middle and senior managers  
   

Leadership   
• Inspires and motivates people to perform effectively by clarifying individual/team direction, priorities and 

purpose   
• Takes the lead with new directions, policies or procedures   
• Recognises the need for change and displays energy, enthusiasm and initiative to succeed and overcome 

obstacles  
• Sets a good example and inspires confidence from others, recognising the impact of own actions on other people   
  
Getting Results   
• Ensures people have a clear understanding of what is required of them   
• Values the contribution of people, encourages high performance and allocates tasks in a fair and equitable way   
• Makes things happen   
• Resolves issues that may impact on the achievement of goals   
  
Developing Self and Others   
• Reviews performance, fairly and without bias in line with 90 day plans, operational objectives and budgets   
• Plans and supports training and development activities, including coaching and induction   
• Evaluates the value of training and development and creates a positive learning environment   
• Welcomes feedback on own performance and seeks opportunities to improve own knowledge and skills   
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Overall Performance Levels   
To support the ongoing development of a performance management culture, individual overall performance levels are 
a key feature of the appraisal scheme. There are six levels of achievement or overall performance.   

1. Outstanding achievement of all agreed performance standards:  

• An outstanding level of performance making a significant contribution to a team and or the Company   
• Exceeded in all objectives or targets and   
• Consistently exceeded all of the core values   
2. Superior achievement of agreed performance standards:   

• An excellent level of performance overall, with many areas exceeded and high levels of consistency.   
• Exceeded in the majority of the objectives or targets and   
• Consistently exceeded many of the core values   
3. Good overall achievement of agreed performance standards:  

• A good level of performance overall but where there is still inconsistency 
because some areas are exceeded and some falling slightly short.   

• Overall Objectives or targets are achieved and  
• Overall core values are achieved   
4. Just achieved agreed performance standards:   

• A level of performance that just meets required standards with some inconsistency.   
• Nearly all of the objectives and targets achieved and   
• Some inconsistent achievement of the core values   
5. Under-achieved agreed performance standards:   

• A less than satisfactory level of performance with just a few areas achieved and much inconsistency.   
• Just a few objectives or targets achieved and   
• Too much inconsistent achievement of the core values   
6. Failed to achieve agreed performance standards:   

• A wholly unsatisfactory level of performance requiring remedial action to be taken to bring about performance 
improvement.  

• Consistently failed to achieve objectives or targets and   
• Consistently failed to achieve the core values   
  
Where an individual fails to achieve agreed performance standards managers will take appropriate remedial action to 
bring about performance improvement. Such action may provide evidence that would support the implementation of 
other policies.   
  

Identification of training and development needs   
The Company will introduce a Staff Development Scheme that will run concurrently with the Appraisal Scheme. The 
main feature of the Staff Development Scheme is to identify training and development needs that support the 
Company’s mission. Training and development will be focused on the needs of the Company and will enable 
individuals and teams to achieve targets, objectives and performance standard. 



 

 

 


