
SLaM’s 
appraisal and 

personal 
development 

planning 
system for 
managers

SLaM’s Performance Development Policy requires all staff to 
have an annual appraisal in the specified appraisal window, 
usually between April to June.    The Appraisal Form is on LEAP, 
and, as of 2022, it has 6 sections:

• “You” – staff members reflect generally on themselves and 
their role.

• “Health & Wellbeing” – covering wellbeing at work, 
including reasonable adjustments and flexible working.

• “Looking Back” – staff members reflect on the previous 
year’s achievements.

• “Looking Forward” – staff and managers consider and agree 
the objectives and learning goals that the team member will 
pursue in the coming year.

• “Mandatory  training” – lists current compliance status, as 
recorded on LEAP.

• “End of Year Assessment” – after the appraisal meeting, 
staff members and line managers (or those appraising on 
their behalf) make comments on overall performance and 
Appraisers give a provisional performance rating.

https://slamonline.sharepoint.com/sites/policies/Shared%20Documents/Forms/AllItems.aspx?csf=1&e=TkkSTg&web=1&FolderCTID=0x01200061196FE1536BFE439388CB46CAF28E65&id=/sites/policies/Shared%20Documents/Human%20resources%20and%20employment/Policies/Performance%20Development%20Policy%20v7%202016.pdf&parent=/sites/policies/Shared%20Documents/Human%20resources%20and%20employment/Policies


Workshops & 
Documenting 

Online

Appraisal & Performance Development workshops are 
available to all staff who currently supervise and carry 
out appraisals. The workshops aim to equip participants 
with practical knowledge of the Trust’s approach to 
developing high performance through the use of 
managerial supervision and appraisals. Workshops can 
be booked here.

Documenting Appraisal Online

• LEAP provides a mechanism for streamlining and 
recording appraisals but the strength of the process is 
underpinned by the quality of preparation and 
discussions between staff members and those 
appraising them.

• Online recording of Appraisal via LEAP takes place 
through a series of stages, mirroring the Looking Back, 
Looking Forward and Assessment discussions during 
Appraisal.

https://leap.slam.nhs.uk/course/view.php?id=88
https://leap.slam.nhs.uk/course/view.php?id=88
https://leap.slam.nhs.uk/course/view.php?id=502


Accessing
the Appraisal 

forms on LEAP

You can access the Appraisal form on LEAP 
any time. You do not need to 
complete it in one go.

Either you or the Appraisee can start the 
form.



1. Click the My Team menu on the 
top bar of LEAPAccessing as a Line Manager 

2. In the My Team’s 
Appraisals section (for this 
year), find the right person, 
and click the “Open appraisal” 
link for that person 

3. NB: this My Team listing has the only links you now need as an appraising manager.  If 
you are a delegated appraiser, you should use  the My Appraisees listing – next slide



Accessing as a delegated Appraiser 
1. Click the My Appraisees option 
on the top bar of LEAP

2. In the My Appraisees 
section (for this year), find the 
right person, and click the 
“Open appraisal” link for that 
person 

3. NB: this My Appraisees listing has the only links you now need as a delegated appraiser.  
Line managers may use this listing also, but need not, as they can access their team’s 
appraisals under My Team -– previous slide.



Appraisal Overview 
& Preparation
This opening page has nothing
for you to fill in, 
just a short video and some text 
explaining the purpose of Appraisals, as 
well as some prompts
to focus the discussion.



Page 1:
“You”
This is an opportunity for the Appraisee 
to reflect on their role. 
This section should enable the Appraisal 
discussion to include their own 
personal progress and aims, 
not just the Trust’s corporate objectives.



These “icebreaker” 
questions  are for the staff 
member to focus on their 
own personal progress and 
aims, not just the Trust’s 
corporate objectives.

They may add here 
some overall 
reflections on the 
past year.

As the appraiser, you can use the 
insights revealed here to inform the 
discussion and your suggestions.



Page 2:
Health & Wellbeing
Here the staff member adds details about 
their health and wellbeing at work,
including reasonable adjustments and 
flexible working.  



There are various questions  
which the staff member 
may have filled in 
(or of course  you may have 
discussed them verbally).  

As the appraiser, you should enter a 
summary of this discussion at the 
bottom of this page.



Page 3:
Looking Back
In this stage, 
you review last year’s objectives
by adding comments as to progress 
on those  objectives, 
and on the employee’s development plan



3. Each objective clicked 
will then appear in the 
”Items to add” list at 
right.
Clicking Save will close 
this popup window, taking 
you back to the appraisal 
form, updated with the 
selected objectives.

2. A popup window opens,  
in which you should select 
those of the staff 
member’s  previous 
objectives that you wish to 
review. 
They are listed by (most 
recent) creation date, or 
you can use the Search
tab to search by key word.  

1. You should select objectives 
from the previous year(s) to 
review. 
Click Choose Previous 
Objectives to do so.



6. You can also add details of any work done 
that goes beyond the agreed Objectives from 
the last Appraisal. 
Click button, then enter details in the popup 
window.

4. Back on the main page -
for each of the  Objectives 
selected, you can add your 
reflections on progress in 
the Your Answer box.

5. The Appraisee may have 
already selected Objectives 
to review and added their 
own comments. These will 
appear as “Learner’s 
answer” for each objective.



7. You may then review 
any of the Appraisee’s 
existing development 
goals.  (These “Personal 
Development Plan” 
goals are usually from 
previous appraisals).

8. Click those of the 
listed Development 
Goals you wish to 
review.  This puts them 
in “Items to add”, then 
Save returns you to the 
main window. 

9. The chosen 
Development Goals 
then appear back on 
the main window, and 
you can add your 
reflections on  these in 
the Your Answer box.

10. The Appraisee may 
have also added review 
comments: these will 
appear as “Learner’s 
answer” for each 
development goal.



Page 4:
Looking Forward
In this stage, 
you identify new Objectives
and personal Development Goals
for the year ahead



3. Clicking any of these 
buttons opens a popup 
window, which you add or 
edit as needed.
Then Save, and you will be 
taken back to the main  
“Looking Forward” page, 
updated with the 
details you entered.

1. Click these buttons to 
add new Objectives, or 
adapt and renew an 
objective from a previous 
appraisal if it is still valid.

2. Similarly, you click 
here to add or renew 
Development Goals.



Page 5:
Mandatory Training
There’s nothing to add here. 
This page just displays the current 
status of the employee’s 
mandatory training compliance, 
as recorded in LEAP.



Page 6:
Appraiser’s End of 
Year Assessment 
Here you sum up, or explain, 
the Appraisee’s work 
over the previous year, 
and give an Assessment Rating



1. The Appraiser is responsible 
for completing most of this 
section. The Appraisee has an 
opportunity to comment on 
feedback and overall 
performance for the year.



2. Both Appraiser and 
Appraisee should 
separately review and 
indicate Yes or No to 
agreeing with the contents 
of this appraisal. 

3. The Appraisal form will 
not be complete  until the 
Appraiser clicks Save and 
then Finalise Appraisal



Appraisal 
finalised for 

this year
Congratulations! 
You have completed your 
appraisal for this year.


