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Secure commitment to appraisal

The Chair and CEO should discuss the importance of establishing an 
appraisal system, recognising that it should be of mutual benefit for the 
Chair, board and CEO

On obtaining agreement ‘in principle’, discuss with board

On obtaining board agreement, establish the purpose of appraisal

Clarify focus and identify resources needed

Agree the job description to be used (there may be more than one)

Agree qualitative and quantitative key objectives to be appraised

Identify what obstacles and supports there may be to implementing the 
process in your organisation

Ensure there are sufficient resources allocated to carry out the process 
properly

Recognise and plan for the training needs of those involved in the process

Refine the appraisal model to be used
Research models of appraisal, using outside help, e.g. consultancy, if 
necessary
Select a model which feels right for your organisation, adjust and adapt it 
to meet your needs
Establish a format and timescale for the process

Decide who should conduct the appraisal

Identify who should be consulted as part of the appraisal process

Establish how to separate the remuneration and the appraisal processes 

Produce back-up materials (forms etc) to support the process including 
a self-appraisal form for the chief executive and a form to record any 
personal development and training plan

Tools: Introducing appraisal for the CEO –  
a tasklist for Chair and CEO
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Implement and review the appraisal process

Ensure that the chief executive has the opportunity to carry out his or her 
self-appraisal beforehand
Establish a process for giving good, clear, documented feedback

Agree on-going action at the end of the appraisal, who should take it  
and when

Agree targets and achievement criteria for the chief executive for a given 
period ahead and methods to monitor these

Write up the results of the appraisal immediately to give a draft to the 
chief executive for his or her comment

Explore ways of appraising the board’s performance, linked to this process 
– both appraisal for individual board members and the board as a whole

All the appraisers and the chief executive to sign off the appraisal process

Report to the board that the appraisal has been completed

Agree the timescale for the next appraisal

Review and improve the appraisal process
Review the appraisal process

Monitor and evaluate outcomes from the process

Modify the process if necessary: is it simple and transparent enough?

Revise the CEO’s job description if necessary


