>

NHS

Liverpool University Hospitals
NHS Foundation Trust

Electronic Staff Record

Appraisals Recording Guidance

CONTENTS Page
Overview 2
Appraisal Data to be Recorded 2
Approach to Recording Appraisal Data in ESR 2-3
Employee Initiated Appraisals — Step by Step 4-7
Manager Initiated Appraisals — Step by Step 8-11
FAQ’s 12-13

LIVING OUR VALUES

(e



Overview

This guidance should be used to support the input of appraisal details to ESR.

Please follow the steps in this guidance closely to ensure that appraisals are entered appropriately and marked as
complete. This will ensure they are included against compliance figures.

Appraisal Data which Must be Recorded

There are two approaches to recording appraisals as detailed below. Both approaches require the input of basic
appraisal data as follows:

DATA ITEM INPUT DETAILS

Review Type: Performance Appraisal

Period Start Date: The date 12 months prior to the appraisal date

Period End Date: The date immediately prior to the appraisal date

Template: General Review*

Appraisal Date: The date of the appraisal meeting

LSO EN TR ETE - The assignment number of the appraisee and will auto populate
Main Reviewer: The person who is the appraiser. This will normally auto

populate with the employee’s ESR supervisor
*This will change once the Trust’s appraisal template has been built into ESR

EXAMPLE: If an appraisal is undertaken on 15" June 2022 the following details would be entered as below.

DATA ITEM INPUT DETAILS

Review Type: Performance Appraisal

Period Start Date: 15% Jun 2021

Period End Date: 14* June 2022

Template: General Review*

Appraisal Date: 15% June 2022

SO LT T The assighnment number of the appraisee and will auto populate
Main Reviewer: The person who is the appraiser

Recording the above data AND marking the appraisal as complete will include details in local compliance reports.

If an appraisal is recorded within ESR and it is only saved it will NOT be counted against compliance figures.

Approach to Input Appraisal Data to ESR

There are two approaches to input of Appraisal details to ESR, ether Employee Initiated, or Manager initiated. Both
approaches require the same information to be input to ESR, but by different stakeholders.

The graphics on the following page provide an overview for both approaches, followed by more detailed guidance.
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EMPLOYEE INITIATED APPROACH

Employee Accesses ESR and
initiates their appraisal. Employee

enterd basic appraisal details, sets
their Main Appraiser and shares
the appraisal with them

The specified Main Appraiser
receives a notification within ESR
allowing them to acccess the
appraisal

Appraisal is accessed by the Main
Appraiser and following the
appraisal meeting it is then

marked as complete by the Main

Appraiser

This approach does not rely on the ESR Supervisor Hierarchy, and the Main Appraiser does not require Supervisor
Self Service access. This is the preferred approach to be used.

MANAGER INITIATED APPROACH

Main Appraiser arranges

appraisal meeting with the
employee

Upon completion of the
appraisal meeting the Main

Appraiser accesses ESR and
creates the appraisal for the
employee

Appraisal is marked as

complete by the Main
Appraiser

This approach relies on the ESR Supervisor Hierarchy, and Supervisor Self Service access. The Main Appraiser must
sit above the employee being appraised. The Main Appraiser must have Supervisor Self Service access. If either of

these requirements are not in place you will not be able to add an appraisal.

The preferred approach is for Appraisals to be Employee Initiated. Ownership of the appraisal starts with the
employee themselves and this approach does not rely on the ESR Supervisor Hierarchy and appraisals can be
completed via the notification function within ESR.

Please read on for detailed guidance on how to input appraisals for both approaches!

Red boxes highlight key fields and buttons to be used.
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Employee Initiated Appraisals — Step by Step Guidance

1. Employee accesses their ESR record.

2. On the ESR Landing page navigate to the ‘My Appraisals and Reviews’ portlet and click on the ‘View My
Appraisals’ button.

My Appraisal And Reviews L2}
Assignment:
12345678-2 — Registered Nurse s
Last Appraisal Date: 15 July 2022 v

View My Appraisals

3. On the next screen click on the ‘Go’ button next to ‘Create: Standard Appraisal’.

Logped |n As 287

g 8 B

Appratsals and Reviews a5 a Participant

My Appraisals and Reviews

Appraisals and Reviews of Jones, Mr. Stusrt Andrew (Stuart]

Create  Standard Apprakial | Ga

Export Apprsinals snd Reviewn in Progress

LAt Aggrainal Da- | Appraial Stat | Main Appeaiver Agpranal Purposs Pl | Pariod Start Do | Period End Date Downiload Sebect a Fi- Cloar Offfine Siatus Uplo . Frint

Maresults

4. Basic appraisal details as mentioned earlier in this document must be entered by the employee. Special
care should be taken to ensure that the appropriate Main Appraiser details are added. When entering the
Main Appraiser details their name should be entered in the following format; Surname%First Name%, with
% being a wildcard figure.

Once details have been added click on the ‘Add Details’ button.
DO NOT CLICK THE ‘SAVE AND CLOSE’ BUTTON.

Q | /ﬁ\ * ﬁ | Logped In As 287SJONES40 o Ll) !?:-;I

Sowch Home Fovodtes  Secings Mep  logot  Porl

Create Standard Appraisal: Setup Details

p 1 of 2

Employee Name  Jones Mr.S

W 12345678-2-

Setup Details
& TIP You cannot change the apgvaisal template o the sssigument aft

® Roview Type " A
eAew Tyor | pertoemance Appraisal v

Copyright (c) 1998, 2020, Oracle and/or its affikates. All rights reserved
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5. Click the button ‘Share with Main Appraiser’. DO NOT CLICK THE ‘SAVE AND CLOSE’ BUTTON.
= Q , A * B z

| B
Logged In As ZB7SIONESA0 o O ot
Search Home  Favornes Seteng =
® Comoetrncies @ Trainiag Actiitses and Competency Gags Joest ® Addnonsl Asoranal Detalls
Create Standard Appraisal: Overview
& ratenies & Traning Ac s and Competancy Gags & Questionnaire ® Pacticpants ® Addivonsl Aporaisyl Detads
2012
<ot Jones Mr.§ oo 287 Ward LUHFT
12345678-2 - ot Administrative and Clerical|Arnalyst
Objectives
Objoctive Nama Start Date Targot Data Achievement Dato Update Detais Oelotn Duplicate _ Quick Update
No resuits found
@ Retumnto Top

6. A box will appear where the employee can add freetext notes for their Main Appraiser should they wish.
Click on the ‘Submit’ button to send this appraisal to the specified Main Appraiser.

o’

o WA S of INS ap0eal

Notification Message for Main Appraiser

Logged In As 287SJONES40 o Q) _3
Soivg Wb logon Portal
Share Appraisal Details with Main Appraiser

My aooranal in readiness for cur Appraisal mesting

Copyright (c) 1996

Al rights reserved

7. A confirmation message will show to indicate that the appraisal has been transferred to the specified Main
Appraiser, and that you can no longer update it. The appraisal now sits with the specified Main Appraiser.

Q A * Lt
Search Home Fovortes  Settings

Logped In s W75
= - |
InProgress Compieted Performarce
il

Appralsals and Reviews as a Participant

‘& Confirmation

Cremar ship of your speraiial has transd erred to vour main appratser. You cannot upcats the speraisal again wntil the main appratser retams cwnarship of the acpraisal to vou and
Teguests your input

My Appraisals and Reviews

Appraisats and Reviews of Jones, Mr. Stuars Andrew (Stisart]

Export Apprainals anel Reviser in Progress

Create  Standard Aporabial v “

4 |Period End Date = | Downbosd | Select o File
o222 | !

B |Intigior o | Apprainal Dotn o | Appraiial St = Main Apgeasiver - | Appesieal Parpose = | Plan Period Sust Date
Sores T
5

H-Oen- 2021 H-Sep- 22 Cheoss Fils | Maofile chosn

"

Machs aelior s aiilistes. ANl P
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The Main Appraiser will now pick up the process to mark the appraisal as complete so it can be included in
compliance figures. This should be done when the appraisal meeting takes place, or as soon as possible thereafter.

1. The Main Appraiser accesses their ESR record.

2. Onthe ESR Landing page navigate to the notification icon in the top right hand corner of the screen.

3. When the notifications section opens you will see a notification entitled ‘. . an appraisal requires your
attention’. Click on the subject title to access this notification.
= m Werkllow o ' L . Logged In As 157DCASTELGL o O @

Help  Legmt P

Woridist for

Worklist

View Opmbobfications 7]

Dui-F Lt o | From o Typa =

0 [T Partc il appratsal of Jones, 5 s your SEbenEion a6 main Sppraiser 21-0ct-2022 Jones, 5 HRt

@ TIPVacation Rules - Redirect or auto-respond bo notifications.

4. When the notification opens scroll to the bottom and click on the ‘Update Action’ link in the bottom left
hand corner to access the appraisal.

The Performance Appraisal appraisal of Jones, 5 needs your AMention s main appraiser.

5. Review the appraisal details for accuracy, specifically the actual Appraisal Date. If dates are correct and the
appraisal meeting has taken place, click on the ‘Update’ button in the top right hand corner.
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No further details need to be recorded from this point on, and the only remaining action is to submit the appraisal
to mark it as complete. Follow the final few steps to do this.

6. On the next screen click on the ‘Continue’ button in the top right hand corner. DO NOT CLICK THE ‘SAVE AS
DRAFT’ BUTTON.

s By, L. e e

Y P Ty S—————
Give Final Ratings: Review

Dt v i 0y ) M P P T Ty S—

£ Uorvmily Uy Bkl My Besared

[nem—— pre

8. A warning message will show following your action to complete the appraisal. Click on the Yes button to
complete the appraisal. A confirmation message will appear stating the appraisal is complete.

Warning
You have chosen to complete this appraisal.

You cannot update a completed appraisal. Do you want to continue?.

= NHS Wioridiow

3, Confirmation

That g abicall i ot

The appraisal has now been created, completed, submitted, and will be counted toward appraisal compliance!!

Both the Main Appraiser and the employee will receive a notification within ESR confirming that the appraisal has
been completed.
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Manager Initiated Appraisals — Step by Step Guidance

As stated earlier in this guidance document, this approach requires that the completing Manager has ESR

Supervisor Self Service Access. The employee who is being appraised must also sit beneath the Manager in the ESR

Supervisor Hierarchy for their record to be visible.

1. The Manager accesses their ESR record.

2. Onthe ESR Landing page navigate to the ‘Manager’ tab and the ‘Team Appraisals’ portlet. Click on the
‘Manage Appraisals’ button.

Cymraeg/Englich = Acoecsibility j‘ &

Electronic Staff Record
Liverpool University Hospitals NHS FT Manage Internet Access X
My ESR Recruftment HR Payroll Learming Applicant Professional
My Pages
Dashboard Teamn Absence Team Appraisals Team Compliance
ESR Navigator Team Absence Team Appraisals Team Compliance
Talent Frofile 0-5 W5-10 W% - 6% 60% - B0% [ 50% - 100% W% - 6% 60% - 6% [ 50% - 100%
iy, T oy
an s'.i\ /n'.i A0 % 0%
Organisation Chart
b2 8% 0% , B 20% 50%
My Team Personal > - -
Information 0 10% 0% 100% 0% 100%

My Team Career Information >

Sickness: 1.03%

Rafresh = Prink = Export

66.67%

Rafresh = Print - Export

95.77%

Rufresh = Print = Bxpornt

My Team Assignment >
Information Manage Absence Manage Appraisals Manage Compliance
Manage Hires

Team Actions L

Organisation Chart L]

3. Onthe next screen click on the ‘Go’ button next to ‘Create: Standard Appraisal‘.
Q | A * (o]

Home  Favorites

Performance

Settings -

Logged In As 287S

In Progress Completed
N

Main Appraiser Reviewer and Participant

Appraisals and Reviews As Main Appraiser

These tabs list in progress and completed Appraisals and Reviews for which you are the Main Appraiser. To see Appraisals and Reviews for people in your people hierarchy (for which you may
not be the Main Appraiser), click View Appraisals and Reviews in People Hierarchy.

Appraisals and Reviews In Progress

Create  Standard Appraisal v
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4. You will now be presented with the ‘People in Hierarchy’ screen.

To find the record for the person who is being appraised either search through the table which lists the
staff beneath you in the hierarchy (if any names have a plus icon to the left of their name if this is clicked it
will expand the view), alternatively enter the surname in the field in the top right of the screen and press
‘Go’.

Once you have the required record click on the ‘Action’ icon.

Q | A * & | Logged In As 287SJONES40 o 0 ®

Search Home Favorites .  Settings - Help Logout  Portal

| Name mJAdvancedSearch My List

In Progress: Main Appraiser >

Create Standard Appraisal: People in Hierarchy

@ TIP Click the action button next to the employee you wish to action. Click the details button for more information about the employee.

Oftv @My

Foshione —— pcipmanivumber
2 Jones, Mr. SN

Doran, Mr. NN sol Administrative and Clerical|Clerical Worker 287
« 2 Administrative and Clerical|Analyst 287|
< 2 Ro I 110 Nursing and Midwifery Registered|Specialist Nurse Practitioner | 157 [

Organisation

4

5. You will now be presented with the Create Standard Appraisal screen.

It is advised that the manager has all required basic appraisal details available before entering details. This
must include the following information;

Performance Appraisal

Date with is 12 months prior to this appraisal date

Date which is immediately before this appraisal date

General Review*

Date appraisal meeting took place and was completed
Assignment number of the appraisee which will auto populate

The person who is the appraiser

When entering the Main Appraiser details their name should be entered in the following format;
Surname%First Name%, with % being a wildcard figure.

Once details have been added click on the ‘Add Details’ button.
DO NOT CLICK THE ‘SAVE AND CLOSE’ BUTTON.
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Q | @A

Home

Create Standard Appraisal: Setup Details

Step 1 of 2

Employee Name  Doran, Mr. Jack Uack)
Employee Number 30378178

Setup Details

@ TIP You cannot change the appraisal template or the assignment after clicking Next.

* Indicates required field

*

Favorites -

* Period Start Date ] jo
* Period End Date & @o
# Template Q |
* Appraisal Date | 24.0ct2022 ffy @
Next Appraisal Date ez @
Assignment Number 30378178
* Main Reviewer | Jones, Mr. Stuart Andrew (Stuart) Q ‘

a | Logged In As 287SJONES40 o LD @

Settings .~ Help  Logout Portal

Save and Close

4 October ~ 2022 v o»

SUN MON TUE WED THU FRI SAT

25 26 27 28 29 30 1

No further details need to be recorded from this point on, and the only remaining action is to submit the appraisal

to mark it as complete. Follow these final few steps to complete the appraisal. Appraisals MUST be marked as

complete to be counted toward compliance.

6. Click the ‘Save and Proceed button.

Q

Search

& Competencies & Training Activities and Competency Gaps @ Questionnaire

Create Standard Appraisal: Overview

& Competencies & Training Activities and Competency Gaps @ Questionnaire

Step 2 of 2
Employee Name  Doran, Mr.

Employee Number 303

Supervisor  Jones, Mr.5

a
| M

Home

& Progress through gateway

& Progress through gateway

o O @

Help Logout  Portal

* o]

Settings

Logged In As 2875

Favorites

& Participants @ Additional Appraisal Details

Back Save and Proceed

& Participants & Additional Appraisal Details
Organisation 287

Job  Administrative and Clerical|Clerical
Worker

7. A message will show to state that changes have been saved, and that you now need to submit the

appraisal.
Click on the ‘Complete Appraisal’ button.

a
| A

* £

1
| Logzed In As 287SJIONES40 o o @

Home

Favorites Settings Help Logout  Portal

Eu Confirmation
Your changes have been saved. You are now required to complete the appraisal.

Main Appraiser Review
Employee Name Doran, Mr. )
Employee Number 303

Job  Administrative and Clerical|Clerical
Worker

Share With Appraisee Update Appraisal Complete Appraisal |

Organisation 287
Organization Email Address
Supervisor

8. Click on the ‘Continue’ button. DO NOT CLICK THE ‘SAVE AS DRAFT’ BUTTON.
Q

Search

Give Final Ratings: Main Appraiser
Employee Name  Doran, Mr. J
Employee Number 303

Job  Administrative and Clerical|Clerical
Worker

a
(4]

Home

e 0 ®

Help  Logowt Portal

Save as Draft | Continue ‘

Organisation 287

*x &

Settings

Logged In As 287SJONES40

Favorites.

Organization Email Address

Supervisor

[Title]
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9. Click on the ‘Submit’ button.

10. A warning message will appear asking if you are sure you wish to complete the appraisal. Click Yes.

The appraisal has now been created, completed, submitted, and will be counted toward appraisal compliance!!

/ﬂ\ * IE} |  Logged InAs 287SJONES40 o (D @

Favorites .. Settings Help Logout  Portal

Give Final Ratings: Main Appraiser >

To make changes to the appraisal, click Back. To complete the appraisal, click Submit.

Employee Name Doran,Mr. J Organisation 287
Employee Number 303 Job  Administrative and Clerical|Clerical
Worker

Supervisor  Jones, Mr.5

Give Final Ratings: Review

Warning
You have chosen to complete this appraisal.

You cannot update a completed appraisal. Do you want to continue?.

Both the Main Appraiser and the employee will receive a notification within ESR confirming that the appraisal has
been completed.

To check the completed appraisals for staff within your hierarchy click on the Completed icon within Appraisals and

Reviews.

[Title]

Qa & * # , © O ©

Home  Favorites ..  Settings - Help Logout Portal

In Progress Completed Performance
_~

Logged In As 2875

Main Appraiser Reviewer and Participant

Appraisals and Reviews As Main Appraiser

These tabs list in progress and completed Appraisals and Reviews for which you are the Main Appraiser. To see Appraisals and Reviews for people in yvour people hierarchy (for which you may
not be the Main Appraiser), click View Appraisals and Reviews in People Hierarchy.

Current Workers Terminated Workers

Completed Appraisals and Reviews
Filter the list of completed appraisals using any combination of Appraisee, Appraisal Date, and Appraisal Purpose

Appraises Q

Appraisal Date | (24-Oct-2022)

Appraisal Purpose v
aes Rows 1to 24
Doran, Mr.J 24-0ct-2022 Performance Appraisal 01-Apr-2022 23-Oct-2022 |l 2
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Appraisals in ESR - FAQ’s

This FAQ document has been compiled to provide answers to common questions in relation to the input of
appraisals to ESR. Details have been split by the approach being used so please ensure you refer to the
appropriate section.

If viewing this electronically please click on the hyperlinks below to be taken to that question and answer.

EMPLOYEE INITIATED APPROACH

Q1: When should | create my Employee Initiated appraisal in ESR?

Q2: | have created my Appraisal and shared with my Main Appraiser, but | can no longer make any amendments?

Q3: | have created my appraisal and shared it with my Main Appraiser, however the details it contains are
incorrect. How can | correct this?

Q4: Following the Employee Initiated approach | have created my appraisal with the correct information but
have clicked the ‘Save and Close’ button. How can | update my appraisal so | can share it with my Main

Appraiser?

Q5: As an employee | wish to create my appraisal in ESR. How do | find out who my main appraiser will be and
the date of my appraisal?
Q6: | am struggling to enter my Main Appraiser name into ESR. How should | enter this?

Q7: My appraisal has been completed, but when reviewing it on my ESR record it is not showing as complete.
How can | change this?

MANAGER INITIATED APPROACH

Q1: When should | create a Manager Initiated appraisal for my team member in ESR?

Q2: Following the Manager Initiated approach | have created and saved the appraisal but | have included the
incorrect Main Appraiser. How can | update this?

Q2: As a Manager | have created an appraisal in ESR. Why is this not being counted against my Teams appraisal

compliance figures?

[Title]
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EMPLOYEE INITIATED APPROACH

Q1: When should | create my Employee Initiated appraisal in ESR?

Al: Appraisals should be created during the appraisal meeting, or as soon as possible thereafter. Appraisals can be
created in advance, however if the appraisal meeting date is rescheduled the appraisal will need to be deleted and
reinput with the correct date.

Q2: | have created my Appraisal and shared with my Main Appraiser, but | can no longer make any amendments?
A2: Once an appraisal has been shared with the Main Appraiser the employee/appraisee will not be able to make
any amendments to their appraisal unless the Main Appraiser transfers it back to them. The appraisal should not
need to be transferred back to the employee/appraisee as the Main Appraiser should mark the appraisal as
complete.

Q3: | have created my appraisal and shared it with my Main Appraiser, however the details it contains are
incorrect. How can | correct this?

A3: Ask your Main Appraiser to navigate to your appraisal in ESR (see page 8, steps 2 and 3) and delete it by clicking
on the bin icon. A new appraisal record must then be created containing the correct details.

Q4: Following the Employee Initiated approach | have created my appraisal with the correct information but
have clicked the ‘Save and Close’ button. How can | update my appraisal so | can share it with my Main
Appraiser?

A4: Navigate to your appraisal in ESR, (see page 4, steps 1, 2 and 3). Your appraisal will be visible in the bottom
table. Click on the update pencil icon and then click on the ‘Share with Main Appraiser’ button.

Q5: As an employee | wish to create my appraisal in ESR. How do | find out who my main appraiser will be and
the date of my appraisal?

A5: Your manager should discuss with you when your appraisal is due to take place and can confirm who your main
appraiser will be.

Q6: | am struggling to enter my Main Appraiser name into ESR. How should | enter this?

A6: ESR stores names in a specific format therefore your entry must conform with o this. Wildcard characters (%)
must also be used. When searching for an individual you must enter the surname first, followed by %, then the first
name, followed by %. For example if searching for John Smith, enter Smith%John%.

Q7: My appraisal has been completed, but when reviewing it on my ESR record it is not showing as complete.
How can | change this?

A7: You will need to speak to the individual who is listed as the Main Appraiser. Once created only the main
appraiser will be able to mark an appraisal as complete.

13
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MANAGER INITIATED APPROACH

Q1: When should | create a Manager Initiated appraisal for my team member in ESR?

Al: Appraisals should be created during the appraisal meeting, or as soon as possible thereafter. Appraisals can be
created in advance, however if the appraisal meeting date is rescheduled the appraisal will need to be deleted and
reinput with the correct date.

Q2: Following the Manager Initiated approach | have created and saved the appraisal, but | have included the
incorrect Main Appraiser. How can | update this?

A2: Once you have created the appraisal and set the Main Appraiser, the appraisal will sit with the specified Main
Appraiser. If this is recorded as you then you can amend the appraisal by accessing ESR and navigating to the
Manager dashboard, clicking on Manage Appraisals within the Team Appraisals portlet (see page 8, steps 1 and 2),
finding the appraisal required and clicking on the update pencil to change the Main Appraiser.

If the incorrect Main Appraiser is not you, you will not be able to access the appraisal as it sits with the Main
Appraiser.

They will need to access the appraisal and delete it. A new appraisal will then need to be created.

Q3: As a Manager | have created an appraisal in ESR. Why is this not being counted against my Teams appraisal
compliance figures?

A3: Only appraisals which have been marked as completed and submitted will be counted toward compliance
figures. Appraisals which have been ‘saved’ or are marked as ‘ongoing with main appraiser’ will not be counted as
compliant. Following the guidance (page 8-11) will ensure that appraisals are marked as complete from the first
point of input.
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