Form B
                         




APPRAISAL PREPARATION - SUPERVISOR/MANAGER

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 the position/role

Name of Supervisor/manager

Position/role

Date of appraisal meeting:                                      Period covered           



	1) Current role

	Describe the key areas of the appraisee’s position/role



	2) Objectives agreed at the last appraisal

	What progress has been made on previously agreed objectives or tasks?



	3) Current performance

	a) In relation to key areas, what has been done particularly well? Please give examples.



	b) What other achievements have there been during the appraisal period?



	4) Future performance

	a) How can the good work be maintained in future?



	b) What aspects of performance need to improve? Please give examples.



	c) How can the role holder be supported to improve their performance?



	5) Training and development

	a) What training courses have been attended during this review period?



	b) What other opportunities for development have there been for the role holder?



	6) Any other issues

	

	7) Future objectives/tasks

	

	Signed                                                                                                  Date




