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Performance Appraisal 

This information is confidential between the staff member and their supervisor/manager and is kept on file by the company for 5 years. 
Completing regular Performance Evaluations will allow you to build a relationship with your staff as well as identify areas of achievement and needs for improvement. For simplicity of this review you can choose to score staff out 10 for each skill or grade them based on satisfaction level. 
Staff member name and Position: _______________________________________________  
Manager’s name:  ___________________________        Date of Appraisal: _ _ / _ _ / _ _ _ _  
Please send the below information for your staff member to reflect on and complete prior to your meeting and email the answers back to you: 
1. Priorities over the last 12 months (Please either review your position description or the previous appraisal completed and outline how you have achieved the key aspects of your role.)
2. What’s important to you (Share the parts of your role that you consider most important)
3. Are there any issues/problems that are getting in the way of you completing your role?
4. Is this job what you signed up for? Do you feel like the role is what you thought it would be?
5. What are you short and long-term career goals?
6. What is some of the training that you could research and attend in the next 12 months in line with your goals?
7. How would you rate your performance out of 10?
8. How would rate your job satisfaction out of 10?
Questions to explore during interview
1. How would you rate the staff member out of 10 for performance of key aspects of their role?
Comments: __________________________________________________________________________________________________________________________________________________________________________________________________________________
2. How would you rate the staff member out of 10 for understand and following processes and procedures?
Comments: __________________________________________________________________________________________________________________________________________________________________________________________________________________
3. What is the staff members greatest strength and / or contribution in the last 12 months?
Comments: __________________________________________________________________________________________________________________________________________________________________________________________________________________
4. How would you rate the staff member out of 10 for being a team player, taking responsibility and their judgment overall?
Comments: __________________________________________________________________________________________________________________________________________________________________________________________________________________
5. How would you rate the staff member out of 10 for written and oral communication?
Comments: __________________________________________________________________________________________________________________________________________________________________________________________________________________
Other Comments: __________________________________________________________________________________________________________________________________________________________________________________________________________________
Complete this section together with the other staff member
What your goals for the next 12 months? __________________________________________________________________________________________________________________________________________________________________________________________________________________
What learning and development will you priorities over the next 12 months? __________________________________________________________________________________________________________________________________________________________________________________________________________________
Any other comments / issues / feedback that has come up today __________________________________________________________________________________________________________________________________________________________________________________________________________________

Signed and Dated: 
Staff Member: _______________________________
Manager: ___________________________________
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