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Annual appraisal form 

Name


Job Title


Team


Manager’s name 


Date appointed (if in probationary period) 


Date of appraisal interview 


Date of last appraisal interview 


Date of next appraisal interview (if in probationary period) 


Purpose of the appraisal:

To enable the organisation to achieve its objectives by encouraging staff development and a culture of learning in order to help all employees achieve a high standard of performance. 

SECTION 1

Use the job description and your work plans and previously agreed objectives (if any) to complete this section. If there are no previously agreed objectives staff should outline key tasks they have been working on under the objectives section.

1.1 Note here progress towards achievement of previously agreed objectives.

	Objective
	Outcome (Objective achieved fully, partly or not at all and comments including mitigating circumstances for non achievement where appropriate)

	
	


1.2 What were the obstacles (if any) to the achievement of agreed objectives? What steps were taken to remove these and with what effect?










1.3 Give examples of other achievements during the year. These may be about tasks, use of skills, building relationships, key learning, achieving change, enabling others to manage, teamwork, promoting equality of opportunity etc.











1.4 What parts of the job can be improved on and how will this be achieved. This may be about tasks, use of skills, building relationships, key learning, achieving change, enabling others to manage, teamwork, promoting equality of opportunity etc.











1.5 How have line management arrangements and the relationship with the line manager worked during the year and are any changes necessary?








1.6 How have other relationships (with staff, trustees, external parties) worked during the year and are any changes necessary?












1.7 Comment on any changes in duties or responsibilities since the last appraisal and whether changes are needed to the job description.












1.8 Consider additional support / resources needs of disabled employees











1.9 Consider whether the employee has any concerns about their workstation or their use of the workstation in relation to health and safety. 





1.10 Briefly, summarise overall performance during the past year. 

SECTION 2

The forthcoming year

2.1 With reference to the job description, the review of last year’s performance, organisational and individual work plans and career aspirations and the Learning and Development Policy, outline key objectives for the coming year. These should be SMART – see guidance notes. Consider any obstacles that might stand in the way of achieving the objectives and how these might be overcome.




























2.2 Review the individual’s learning and development plan and records of learning during the year to evaluate learning and development. Carry forward unmet needs to new plan (if still relevant).











2.3 Identify learning and development needs arising from this appraisal and complete a new learning and development plan.











2.4 Consider any additional support that might be required eg non-managerial supervision for BME staff.


Signature of appraiser 
 Date 


Signature of appraisee
 Date 


Signature of appraiser’s line manager 
 Date 


Copies to:
Personnel File


Appraiser


Appraisee



This space is for the appraisee to record any comments including any areas of disagreement with what has been written on this form.
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