
Appraisal Form
	Guidance Note:
	This form should be completed by the appraiser and countersigned by the employee and the appraiser’s manager.  The appraiser and employee should keep a copy.  


	Name of Employee:
	

	Name of Manager:
	

	Date of Appraisal:
	


Complete the form as soon as possible after the appraisal meeting and sign below:
	
	Comments

	Employee
	signature
	
	

	
	date
	
	

	Appraiser
	signature
	
	

	
	date
	
	

	Appraiser’s Manager
	signature
	
	

	
	date
	
	


Part 1

Review of performance over previous 12 months
	Guidance Note:
	A review of performance should focus on what went well and what could have been improved.  There should be no surprises for the employee as there should be regular discussions at 1-2-1 meetings. Links should be made to School, Department and Team Strategic Objectives, where appropriate.  It should be agreed at the start what the employee needs to do to gain an Exceeds objective rating.



	Review of performance against objectives

(refer to last year’s appraisal form and six month review for details)
	Evidence for assessment of performance
	Objective Rating  

	
	
	Below
	Meets
	Exceeds

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Overall assessment of performance:

After discussion, use this section to sum up the employee’s performance at work over the past 12 months, including anything that was not included in the original objectives or at the six month review, or aspects which fall outside the formal objective setting process.    Please rate the employee’s overall performance as to whether it is below, meeting or exceeding.  
	Manager’s assessment


	

	
	Overall Rating

	
	Below
	Meets
	Exceeds

	Employee’s assessment
	


Part 2
Review of learning & development objectives over previous 12 months
	Guidance Note:
	Refer to last year’s personal development plan for details, if the employee does not have a personal development plan move to Part 4.


	Learning and development activity
	Effect on individual performance and on service delivery
	Assessment of value for money (5=very good,  4=good, 3= satisfactory, 2= poor, 1 =very poor)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Overall assessment of learning and development
	Employee’s Comments:
	

	Manager’s Comments
	


Part 3

Performance Objectives for the next 12 months

	Guidance Note:
	Performance objectives may be new targets (e.g. a new project,) or improving how the employee does his/her existing job, or a combination of both.  All Managers should have a financial/budget objective.


	Performance Objective
(if appropriate include need for support)
	Timescale
	What will be evidence of success?
	Comments at Six Month Review of Performance

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Performance Objectives for next six months (if appropriate to set at six month review meeting)
	Guidance Note:
	The six month review of performance will normally be an extended one to one meeting at which the appraisal objectives are discussed.


	Performance Objective

(if appropriate include need for support)
	Timescale
	What will be evidence of success?

	
	
	

	
	
	

	
	
	


Part 4 

Learning and development objectives 
Personal Development Plan for the next 12 months
	Guidance Note:
	Learning & Development is much more than training courses. 

Learning and Development will be “top down” and “bottom up”.  Top down learning will be allocated to you by your manager flowing from the School, Department and Team Plan.  Bottom up learning will come from your own ideas about what you need to learn to improve your performance and your career prospects.


	Focus of learning & development
(discuss resources and individual learning style)
	Timescale
	What impact will this have at individual and service level?
	Comments at six month review 

	
	
	
	

	
	
	
	

	
	
	
	

	Provisionally agreed training (subject to funding/operational requirements)
	Timescale
	What impact will this have at individual and service level?
	Comments at six month review 

	
	
	
	


	Guidance Note:
	If learning is agreed on a provisional basis subject to an overall assessment of demands on the School’s training budget, the confirmation (or not) of the learning will be discussed at the next one to one meeting.


Setting new learning & development objectives for next six months at the six month review meeting (if appropriate)

	Focus of Learning & Development


	Timescale
	What impact will this have at individual and service level?
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