
SAMPLE APPRAISAL FORM
Before adopting this document or a version of it, companies should take appropriate professional advice to ensure that their legal and other obligations will be met.

Appraisal
Details
	Name:
	
	Date:
	

	Job title:
	

	Department:
	

	Start date:
	

	Period of review:
	


Review of previous appraisal

	Review of previously agreed objectives  

	Objective
	Achieved?
	Comments

	
	
	

	
	
	

	
	
	


Appraisal discussions
	How do you feel you have performed and progressed since your last appraisal?  What have been your key achievements?

	

	Line Manager notes

	


	Do you think there are any areas where you could have performed to a higher standard since your last appraisal?

	

	Line Manager notes

	


	What training have you completed since your last appraisal and how has this been of benefit?

	

	Line Manager notes

	


	Do you need any further training or information to help you perform to a higher standard?

	

	Line Manager notes (discuss Skills Matrix)

	


	Do you need any further development or support?

	

	Line Manager notes

	


	Is there anything the company could do to improve your work environment?

	

	Line Manager notes

	


	Do you have any other comments or suggestions you wish to make?

	

	Line Manager notes

	


Management assessment
	Line Manager notes summary and review of performance 

	


Future objectives
	Future performance objectives  

	Objective
	By when?
	How will this be measured?
	Support required

	
	
	
	

	
	
	
	

	
	
	
	


Signatures
	Line Manager name:
	
	Employee name:
	

	Signature:
	
	Signature:
	

	Date:
	
	Date:
	


(Company name and logo)








[Type text]


