Appraisal Form
Name:
Job Title:
Department:
Manger:
Section 1: Current Performance
· List the key areas of your job.
· Highlight the skills that have contributed to your performance during the last year.
· What has helped you to achieve your work objective?
· Which aspects of your performance could be improved?
Section 2: Future Objectives
· List the objectives which are to be achieved in the coming year.
· How can your manager assist you in achieving these objectives?
Section 3: Learning & Development
Think about what you have leaned over the past year;
· What did you learn and how has it helped you?
Consider different of relevant learning which will help improve your knowledge and skills.
· Why do you want to do this?
· Are any sources required?
· What are your timescales for achievement?
Section 4: Job Description
· Identify any changes to the key areas of the job description for the post that you are in and make recommendations.
Section 5: Work Life Balance
· Are there any issues relating to your work/life balance that you would like to raise?
Section 6: Meeting Notes
Appraiser’s comments


                  Employee’s comments


I hereby confirm that this is a fair and accurate representation of the appraisal discussion and that supervision dates have been agreed and diarized for the forthcoming year.
Signature:                                                (Employee)
Signature:                                                (Appraiser)
[bookmark: _GoBack]Date:
