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Appraisal Form

	Name of employee
	


	Position
	

	Name of appraiser
	



	Position
	

	Date of appraisal
	



	




Parts A and B should be completed separately by employee and manager before the meeting.  Part C should be completed jointly by employee and manager at the meeting to record matters on which agreement has been reached and record actions to be undertaken following the meeting.
A copy of the Appraisal Form should be kept by the employee.  The Form will be saved in the employee’s personal file and will be kept confidential by the Company


Part A - Form to be completed by employee prior to meeting

	Section 1: Rating your Performance


	1a. How well do you think you have performed since your last appraisal? If this is your first appraisal, how well do you think you have performed since you joined the Company? Do you think you are performing to the standard required of the role and expected by the Company? Please give examples.




	1a.

	1b. What have you found difficult about your role?  Why do you think this is the case?  What could you have done differently?  What could the Company have done differently? What have you done to try and overcome the difficulty/difficulties? Please give examples.



	1b.

	1c. What do you think you have done particularly well? What have you particularly enjoyed?Please give examples.





	1c.

	1d. How do you assess your interaction with your colleagues, management and third parties e.g. GPs, district nurses?  How do you feel you have contributed to the team?  Please give examples.




	1d.

	Section 2: Goals and objectives


	2a. If any goals for your performance have been set by the Company since your last appraisal, or since you joined the Company (if this is your first appraisal), do you think you have reached these goals? 



	2a.

	2b. How do you see the job developing?  How do you think you can do your job even better? What do you think your goals and objectives should be 
between now and your next appraisal?




	2b.

	2c. What support do you feel you have had from the Company overall? What support do you feel you need going forward to achieve your goals and/or meet your training and development needs?



	2c.

	Section 3: Training and Development 


	3a. What training have you received since the last appraisal?  How did you find this training?  Did it help you? 





	3a.

	3b.What training and development do you think you could benefit from?



	3b.

	Section 4: Professional Qualifications and Areas of Specialisation 


	
4a. What qualifications do you have already?




	4a.

	4b. Are you interested in working for a professional qualification?  Which qualification interests you?


	4b.

	4c. Do you have any areas of particular specialisation?  Would you be interested in specialising in End of Life or Dementia care?
	4c.

	Section 5: Any other matters 


	5a. Are there any other matters you would like to discuss at your appraisal?




	





Part B- Form to be completed by branch manager prior to meeting

	Section 1: Rating the Employee’s Performance


	1a. How well has the employee performed since her/his last appraisal? If this is the employee’s first appraisal, how well has she/he performed since joining the Company? Has she/he performed to the standard required of the role and expected by the Company? Please give examples.




	1a.

	1b. What has the employee found difficult about the role and why?  What could she/he have done differently?  What could the Company have done differently? What has the employee done to try and overcome the difficulty/difficulties? Please give examples.



	1b.

	1c. What do you think the employee has done particularly well? Please give examples.  





	1c.

	1d. How do you assess the employee’s interaction with colleagues, management and third parties e.g. GPs, district nurses?  How hasthe employee contributed to the team?  Please give examples.




	1d.

	Section 2: Goals and Objectives


	2a. If any goals for the employee’s performance have been set by the Company since the employee’s last appraisal, or since she/he joined the Company (if this is her/his first appraisal), have these goals been reached? 

	2a.

	2b. Whatgoals and objectives should be set between now and the employee’s next appraisal?



	2b.

	Section 3: Training and Development 


	What training and development do you think the employee could benefit from?

	








	Section 4: Professional Qualifications and Areas of Specialisation 


	4a. What qualifications do you consider the employee could work for?

	4a.


	4b. What areas of specialisation do you consider the employee could best work for?

	4b.

	Section 5: Any Other Matters for Discussion


	5a. Are there any other matters that should be discussed at appraisal? 

	


Part C- Form to be completed jointly by the employee and the branch manager at the meeting 

If any part below is not relevant, indicate this against the section

	Record agreement reached regarding current performance.  If there is a difference of agreement on any points, these should also be set out.  Highlight any particular areas of achievement.  


	








	Specify the goals and objectives agreed for the period until the next appraisal




	

	
Record agreement reached on learning and development, and on any professional qualifications and/or specialisations to be worked for



	

	
Record any additional agreed actions to develop/improve performance, and the support that the Company will provide


	

	
Set out any other points discussed that should be recorded.

	




	By signing below employee and manager confirm thepoints recorded inPart C above are a true reflection of the outcome of the appraisal:


	Signature of employee
	


	Signature of Branch Manager
	


	Date
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