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Part 3 
Next steps for Line Managers … 
 

1)  Recording Appraisal Completion 
 
To enable the Human Resources Department to record and monitor appraisal compliance, Line Managers are asked to send the following information to 
ncccg.hr.greaternottingham@nhs.net within 10 working days of an appraisal taking place. 
 
The easiest way to do this is to email HR/OD Part 1 (Section A) & Part 2 (Section A, D and E) of the Appraisal Form [delete the other components before sending]. 
 

(1) Employee’s name 
(2) Appraisal completion date 
(3) If mandatory and statutory training is out of date 
(4) If the line manager is non-compliant with employee appraisal i.e. all employee appraisals haven't been completed or at the very least scheduled 
(5) The Personal Development Plan (for the next 12 months) 
(6) Learning, education and development (from the last 12 months) 

 
Remember that not emailing the above information to the HR/OD Department distorts the appraisal compliance figures; therefore failing to centrally record compliance 
is then no different to the appraisal not having taken place. 
 

2)  Professional Registration 
 
If relevant to the role, please contact the HR Department if the employee’s professional registration has not been maintained. 
 

3)  Filing of Appraisal Paperwork 
 
Upon completion of the annual appraisal please ensure a signed copy of the completed Appraisal Form and Objective & Standard Setting Form (including all other 
completed appraisal documentation i.e. Self-assessment Tool, Job Wheel) is given to the employee.  Remember to keep a copy of the completed Appraisal Form and 
Objective & Standard Setting Form for your own records including for future use. 


