Form A
                         




APPRAISAL PREPARATION - ROLE HOLDER

This form is to be completed before the appraisal interview to help you reflect on key issues and make the best of the discussion.

	Name of person being appraised:                                  Position/ Role:                                                  

How long in this position/ role:                              

Name of Supervisor/Manager

Position/ role:

Date of appraisal meeting:                        Period covered _________ to _________.



	1) Current role

	What are the key areas of your position/ role?



	2) Objectives agreed at last appraisal

	Record what progress you have made on agreed objectives from your last appraisal.



	3) Current performance in role

	a) In relation to the key areas of your position/ role, please give examples of what you do well.



	b) What other achievements have there been for you during the review period?



	c) Identify any challenges, problems or concerns you have about your position/ role e.g. pressures of workload, level of knowledge, complexity of cases/ decisions, effectiveness of your role.



	4) Future performance

	a) What will help you to maintain your achievements or to do better? (Try to be specific e.g. training course, advice and guidance).



	b) What aspect of your role do you need to improve on?



	5) Training and development

	a) What training have you received in the last 12 months? Please give dates and course title.



	b) What other opportunities for development have you had?



	6) Any other issues

	

	7) Future objectives

	What are your work priorities for the next 12 months?



	Signed:                                                                        Date:




