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CONFIDENTIAL

Staff Appraisal Form

	Name:
	

	Job Title:
	

	Appraisers Name:
	

	Appraisal Date:
	

	Appraisal Period:


	


Please use the spaces provided to give the information requested. You may append additional documentation if this reduces the need to transcribe details, but please reference this material in the corresponding sections of this document.  The section headings, and the details of information requested, are given for your guidance.  If you wish to present information in another format, please do so.
Please return this form to your appraiser at the latest two weeks before your appraisal meeting.
	PART A:
	Appraisee’s Self-Evaluation - to be completed by you (the Appraisee).

	PART B:
	Evaluation by Appraiser - to be completed by your line manager (the Appraiser).

	PART C:
	Objective Setting and Training Needs Identified - to be discussed during the appraisal meeting and mutually agreed. The appraisee will fill in these sections after the meeting to show a clear understanding of what is expected. The appraiser will check these before signing the form.

	PART D:
	Further Comments - to be completed by both parties before signing the form.


PART A:   Appraisee’s Self-Evaluation
PREVIOUS OBJECTIVES:
To assist with your self-evaluation since your last appraisal, below are the details of the objectives you were set; please rate each objective accordingly as to how you feel you have progressed with each objective.

	OBJECTIVES 

(set at previous appraisal)


	Rating:

1 = Not attempted

2 = Attempted, not achieved

3 = Achieved in part

4 = Achieved in full

5 = Exceeded expectations

	
	1
	2
	3
	4
	5

	
	1
	2
	3
	4
	5

	
	1
	2
	3
	4
	5

	
	1
	2
	3
	4
	5

	
	1
	2
	3
	4
	5


	Do you feel that you have achieved your objectives? Do you feel you received adequate support in achieving them?

	

	Overall what do you feel has gone well in the last year? (Achievements and successes, including learning and development activity)

	

	What do you feel went less well? (Lessons for the future)

	

	Are there any parts of your job description that you are not doing? Do you feel it is an accurate reflection of the role? (job description provided with the appraisal form)

	

	What would/could help you improve? (including any help or support from your manager or any training and development)

	


PREVIOUS TRAINING NEEDS IDENTIFIED:

Below are the details of the training needs identified at your last appraisal; please state whether or not these have been undertaken.
	TRAINING NEEDS IDENTIFIED 

(as per previous appraisal)


	Undertaken?

	
	Yes
	No

	
	Yes
	No

	
	Yes
	No

	
	Yes
	No

	
	Yes
	No


	How effective was any training or development you received?

	


	If there is anything further that you are wishing to raise at your appraisal meeting please use the space below to provide details. If it will help, please also attach any additional documentation that may assist in the discussions at the meeting.

	


PART B:   Evaluation by Appraiser

	Please comment on the following areas of work.  Please recognise good and excellent work, but also indicate any areas needing development.

	Quality of Work
	

	Productivity
	

	Use of Initiative
	

	Team Skills
	

	Customer Care Skills
	

	Training Skills (if applicable)
	

	Supervisory Skills (if applicable)
	


REVIEW OF THE APPRAISAL PERIOD:
	Comments about the progress and/or achievements of the objectives set at the previous appraisal?

	

	How effective do you think any training and development has been? What improvements have you noticed?

	

	Areas, tasks or projects that the appraisee has undertaken particularly well?

	

	Are there any areas of work currently requiring support, training, guidance or clarification?

	

	What do you feel could be done to improve the appraisee’s performance or skills further?

	

	How do you see the job developing over the next year? Are there any tasks/responsibilities that can be delegated?

	


PART C: Objective Setting and Training Needs Identified
	OBJECTIVES 

Objectives should be Specific, Measurable, Achievable, Realistic, Timed
	Target Date:



	
	

	
	

	
	

	
	

	
	


	TRAINING & DEVELOPMENT

Consider future potential and development, in particular highlight areas for training (specify whether attendance on a course of in-house training)
	Target Date:



	
	

	
	

	
	

	
	

	
	


PART D: FURTHER COMMENTS
	Comments by Appraisee

	

	Comments by Appraiser

	


	
	Signed:
	Date:

	Appraisee
	
	

	Appraiser
	
	

	Town Clerk
	
	



Created: June 2015


Review: June 2018








