

preparation for appraisal
	The comments you make on this form are to assist in your appraisal.
On the appraisal form itself, a space is provided for you to make any comment you may wish regarding 
your appraisal.

	Employee: 

	Manager: 

	Date of appraisal:  

	

Please consider your performance during the period under review and complete the following


	1. Which parts of your job do you think you have performed best in? How did you achieve this?


	

	

	

	

	

	Manager’s comment: 

2. Which parts of your job have you performed less well? Were there any circumstances which prevented a better performance? 


	

	

	

	

	Manager’s comment: 

	3. What could or should be done by you, your appraiser, the employer, or anyone else to help improve your performance in any way?

	

	

	

	
Manager’s comment: 
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	To be completed by the employee at the end of the appraisal interview

	Please copy the details of agreed action for the future, which are shown on the completed appraisal form, when it is handed to you for signature.

	Action to be taken by employer:

	· 

	· 

	· 

	

	

	

	Action to be taken by employee:

	· 

	· 

	· 

	

	

	

	Dates for review of agreed action (if any)

	Week commencing:

	Week commencing:

	Week commencing:

	Week commencing:

	Week commencing:

	Week commencing:


Please add links to supporting documentation (Dropbox, Adobe, Sharepoint, Google Drive etc): 
HTML Links: 

Please rate yourself out of 10 on how aligned your demonstration of the following company values have been for the appraisal period serves to protect, unite, and strengthens the company and its people:
	POSITIVITY
	YES ATTITUDE
	INTEGRITY
	RESPECT
	DRIVEN

	/10
	/10
	/10
	/10
	/10

	EMPOWERMENT
	UNITED
	CELEBRATION
	S.M.A.R.T
	COMMITTED

	/10
	/10
	/10
	/10
	/10


Employee’s general comments: 
	



	By signing below, I declare that all of the information I have included in this preparation is true and correct to the best of my knowledge, not contravene any federal or state level jurisdictions, not breach any contractual obligations including the employment agreement I am legally bound to, represents and reflects a fair view of my performance and can withstand public scrutiny.

	
	
	
	
	
	
	
	


 Declaration statement: 

Employee Signature:___________________________________  	Date: _________________
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