PERFORMANCE APPRAISAL FORM
	Appraisee:
	
	Appraiser:
	

	Job Title:
	
	Job Title:
	

	Work Base/Site:
	
	Date of Meeting:
	


	Section 1: Review of last year’s performance -  Objectives and targets

Record objectives/targets from previous year in this section. (See Section 3 from previous appraisal record.)  Have these been met?  Evidence results achieved and identify factors which have affected performance.


	Objectives/targets from last appraisal
	Objective met Yes/No/Partially
	Supporting evidence - please note any other factors affecting performance (positive or negative)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Section 2: Review of last year’s performance – Competency and Skill Development

 Record targets for competency/skill development from previous year in this section.  (See Section 4 from previous appraisal record.) Have these been met?  Evidence results achieved and identify factors which have affected performance.


	Competencies/Skills identified for development
	Competency level required
	Previous Competency level
	Current competency level
	Supporting evidence – note other factors affecting performance (positive or negative)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Section 3: Setting objectives and targets for the coming year 


	New targets/objectives (An appropriate and manageable number)
	How are these linked to your personal/team/Directorate/Council targets/objectives/service improvements?
	How will success be measured? 
e.g. 
Performance Indicators

Supporting Evidence
	Completion date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Section 4: Identifying competencies/skills for development in the coming year


	INDIVIDUAL DEVELOPMENT PLAN

	Competencies/skills identified for development 
	Competency level required
	Current competency level
	How will competencies be developed? (e.g. coaching, specific task, training course, shadowing a colleague)
	How will success be measured?  i.e. what types of supporting evidence will be gathered 
	Completion date

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Section 5 

ADDITIONAL COMMENTS

	Appraisee’s comments:

	Appraiser’s comments:



	I agree that this is a true record of the appraisal.

	

	Appraisee’s Signature:
	
	Date:
	

	Appraiser’s Signature:
	
	Date:
	

	* Signature of Appraiser’s Manager
	
	Date:
	

	Date of appraisal review meeting:
	


The Performance Appraisal Form should be shared with the “grandparent” manager, i.e. the appraiser’s manager, at their request for management and quality monitoring purposes.
