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Registered Nurses working as part of the support staff within a school can expect to be part of the school’s annual appraisal process.
The primary purpose of appraisal is to provide feedback and identify training needs as a member of the school staff. The annual appraisal process is usually an opportunity to ensure that your job description is current and reflects the realities of the work you are requested to do and the tasks required from the annual school planning cycle. 
The school appraisal process ensures that all staff are able to do their job better if they:
· know and agree to what is expected of them 
· collaborate and receive feedback on their work from colleagues 
· are able to raise and discuss problems openly with colleagues 
· receive support and guidance to achieve in areas where confidence is lacking 
· have their contributions recognised and valued.   
The identification of any professional development and training needs required will also ensure you are supported to meet the professional development requirements of New Zealand Nursing Council in order to maintain your Annual Practicing Certificate.

The school annual appraisal process cannot identify whether you are a safe competent nurse. This can only be assessed by another registered nurse. There is a contractual requirement for nurses working within a Vote Health (schools that have a contract for School Based Health Services (SBHS) with the MOH/DHB) school to engage with the Counties Manukau Health Professional Development Recognition Programme (PDRP), and we would recommend that nurses working in Vote Education (schools that fund their own nursing services) schools also take the opportunity. New Zealand Nursing Council requires that all registered nurses maintain a portfolio.
Appraisal is not about managing unsatisfactory performance and should not be used to investigate specific concerns about a staff member's performance.

The SHARP team would like to acknowledge the schools and nurses who have kindly agreed to share the appraisal templates that they currently used. The following appraisal template examples are been compiled from a number of school’s documents.
Examples of School Support staff appraisal processes 
Example 1.  Appraisal survey (comments supplied by 3 other people)
What is your relationship with this person? (What interactions have you had with this person?) __________________________________________________________________________________________________________________________
Please rank the appraisee by circling the number which best indicates your view of his/her performance. (1 Poor – 5 excellent, N/A)
· Ability to listen                                                                                                 1    2    3   4    5
· Ability to prioritise                                                                                          1    2    3   4    5
· Ability to operate as a team member                                                           1    2    3   4    5
· How accessible is this person?                                                                      1    2    3   4    5
· Are formal referrals or requests attended to in a timely fashion?         1    2    3   4    5
· Within the bounds of confidentiality, do you receive appropriate feedback from referrals to this nurse?                                                                                    1    2    3   4    5
· How well does this person communicate and interact with staff?        1    2    3   4    5
· If you have circled 1 or 2 please comment on this plus any other particular strengths or weaknesses________________________________________ ________________________________________________________
Discussion at interview   (from feedback from other colleagues)
· Are you engaged in a PDRP programme and what is your current portfolio level?                                 
· Quality/Quantity of work- overall effectiveness/ability to work unsupervised
· Communication/team work- staff/students/parents
· Reliability/flexibility/punctuality/motivation/timeliness
· Professional attitude and relationships maintained with staff/students/parents
· Achievements, experience and skills gained during the current year.
· Training/ Goals



Example 2. Support Staff Self-Appraisal: Employee to complete
Is your job description up to date- if no please provide details _______________________________________________________________________________________________________________________________________________________________________________________
What is your greatest achievement for the past year? _______________________________________________________________________________________________________________________________________________________________________________________
What areas of your job do you believe are going well? _______________________________________________________________________________________________________________________________________________________________________________________
What changes, if any, occurred in your role during the past year? _______________________________________________________________________________________________________________________________________________________________________________________
What do you enjoy about your position? _______________________________________________________________________________________________________________________________________________________________________________________
What goals would you like to set for next year? _______________________________________________________________________________________________________________________________________________________________________________________
What professional development do you require to meet your goals? _______________________________________________________________________________________________________________________________________________________________________________________ 
Is there anything we can do to assist you to achieve your goals? _______________________________________________________________________________________________________________________________________________________________________________________
Are there any other issues/points you would like to discuss? _______________________________________________________________________________________________________________________________________________________________________________________
Example 3. << School>> Registered Nurse Appraisal Report


Name:               

Date:

APPRAISAL COMMENDATIONS:













APPRAISAL RECOMMENDATIONS:
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