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SPECIMEN EMPLOYEE APPRAISAL FORM

Annual appraisal for the year ending (date)

	Name of employee:


	

	Department and job title:


	

	Date of appointment to this job:


	

	Name of line manager completing the appraisal:


	

	Date appraisal to be completed by:


	

	Date of next appraisal:


	

	To be seen by Managing Director?


	YES / NO


This form is used to record the discussion that takes place between the employee and his or her line manager on an annual basis.  It covers a summary of the previous year’s performance, both in terms of what has been achieved and how it has been achieved and identifies what is required for the forthcoming year.

Part A of this form should be completed by the line manager at the time of, or immediately after, the discussion.  Part B of this form should then be completed by the employee and the final contents of the completed form should be jointly agreed with the employee.  A copy of the completed form should be given to the employee and the original completed form sent to the Managing Director for review and then placing on the employee’s personnel file.

The following performance levels are used in this form:

5 = Outstanding (consistently exceptional, performs far beyond the position requirements)

4 = Above expectations (usually performs beyond the position requirements)

3 = Meets expectations (consistently performs the position requirements)

2 = Needs improvement (improvement is needed to satisfy the position requirements)

1 = Unsatisfactory (falls far below the position requirements)

PART A – FOR COMPLETION BY THE LINE MANAGER

Please describe the nature of the work undertake by the employee.

Line manager’s assessment of the employee’s skills and knowledge.

	Assessment of skills


	5
	4
	3
	2
	1
	Not applicable
	Comments

	Product knowledge


	
	
	
	
	
	
	

	Written communication skills
	
	
	
	
	
	
	

	Oral communication skills
	
	
	
	
	
	
	

	Inter-personal skills


	
	
	
	
	
	
	

	Ability to cope with IT


	
	
	
	
	
	
	

	Achievement of targets


	
	
	
	
	
	
	

	Willingness to take on responsibility
	
	
	
	
	
	
	

	Time and work management skills
	
	
	
	
	
	
	

	Willingness to exercise initiative
	
	
	
	
	
	
	

	Ability to work without supervision
	
	
	
	
	
	
	

	Timekeeping record


	
	
	
	
	
	
	

	Attendance record


	
	
	
	
	
	
	

	Reliability


	
	
	
	
	
	
	

	Ability to perform under pressure
	
	
	
	
	
	
	

	Productivity and efficiency 


	
	
	
	
	
	
	

	Organisational skills


	
	
	
	
	
	
	

	Client satisfaction


	
	
	
	
	
	
	


List achievements during last year (include courses attended, specific targets achieved and significant projects undertaken).

Line manager’s views on the employee’s overall performance and contribution to the Company and potential for future growth and contribution (include strengths, weaknesses, suitability for current job, suggestions for alternative employment within the Company, promotion potential, etc.).

Suggestions for special training or areas to improve or build on in the coming year.  Set out agreed targets and objectives for the coming year.

Any further comments by the employee’s line manager.

PART B – FOR COMPLETION BY THE EMPLOYEE

Are there any other roles that you would like to do within the Company?

What are your personal ambitions?

Please use this space to say how you felt about your appraisal interview and any points you wish to make about the targets and future developments that have been agreed.  If you disagree with your line manager’s report, please record your comments here.

Signed:






Signed:

----------------------------------




-------------------------------------

Line manager






Employee

Date: -------------------------- 




Date: -----------------------------


This document was prepared by the Employment Unit of Abbey Legal Services.  It is intended only as a guide and is not to be regarded as a substitute for consultation with one of our Legal Advisors, since every case will ultimately turn on its own particular facts and circumstances.  Should you require legal advice please contact Abbey Legal Services on 0845 0727 727.  If you are driving when using the legal advice service, please make sure it is safe and legal to do so.  
Abbey Legal Services own the copyright in this document.  You must not use this document in any way that infringes the intellectual property rights in it.  You may download and print this document which you may then use, copy or reproduce for your own internal non-profit making purposes.  However, under no circumstances are you permitted to use, copy or reproduce this document with a view to profit or gain.  In addition, you must not sell or distribute this document to third parties who are not members of the Federation of Small Businesses, whether for monetary payment or otherwise.
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