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Annual Appraisal and Development Form

Purpose of the Plan
The Paddington Development Trust’s annual appraisal and development framework is designed to allow you and your line manager to:
· Discuss your performance over the last year in key areas of your job and in relation to agreed objectives.
· Review your job description and confirm it is fit for purpose
· Celebrate successes and strengths and identify challenges and areas for development. 
· Review training and development undertaken and to identify future training and support needs
· Set objectives for the year ahead 
· Discuss how you are supported by your manager and PDT as an organisation. 
· Discuss any other job-related issues, e.g. career development, sense of belonging, behaviours and attitudes of others etc. Concerns or welcome as to how issues have been dealt with


How to complete the form 
· Please complete this questionnaire as fully as possible and ensure that you pass it to your line manager prior to your annual appraisal meeting.
· When your meeting has been completed, your line manager will update the form with anything additional that you discussed, add their comments in section 8 and sign the form. 
· Both you and your line manager should keep a copy of the form and the original will be retained on your personal file. 
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Annual Appraisal and Development Form

Name: 
Job Title: 
Date: 

How would you rate yourself in the following:
	
	Excellent
	Very Good
	Good
	Average
	Poor

	Self-awareness and reflection 
	
	
	
	
	

	Attitude to your colleagues and clients
	
	
	
	
	

	Good work/life balance
	
	
	
	
	

	
	
	
	
	
	

	Delivering against your job description  
	
	
	
	
	

	Communicating well with colleagues 
	
	
	
	
	

	Strong relationships with external partners/providers/
agencies/clients
	
	
	
	
	



	Notes on ratings if needed: 







1. Achievements
List those things you have achieved this year that you are most proud of.  
	








2.  Challenges/ Areas for Development
List any aspects of your job that have been challenging or areas of work that you would like to be supported with. 
	Challenge faced/ Area for development
	What support would be useful?

	



3. Career Development
Is there anything that PDT should be doing to help you further your career or improve your experience of working with PDT.
	











Do you feel fully valued as a member of staff working for PDT?  What more could PDT do to ensure that all staff are valued?
	













4. Your manager
Everyone likes to be managed differently and its useful to let your manager know how you like to be managed. 
Please list here all the things you like and dislike about the way you are managed.
	







What could your manager do to support you more effectively?
	







This section should be completed with your manager during the appraisal meeting if required. 

5. Work Goals
Outline at least 3 objectives to work towards going forward.
	Goal
	To be achieved by
	Measure of success
	Support needed

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	



6. Personal Development/ Goals (optional)
Outline at least 3 objectives to work towards going forward that will help you to move towards your next step or role. 
	Goal
	To be achieved by
	Measure of success
	Support needed

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	



7. Job Description amendments
	[bookmark: _Hlk63341780]









8. Manager’s Comments
	








Manager’s signature…………………………………….	Date……………………

Individual’s signature…………………………………..	Date……………………


Action Plan
Only to be used where serious performance improvement is required and where capability is an issue.
Action plan date:
Aspects of the job found difficult:
	






Steps agreed to improve performance:
	






Support agreed to help improve performance:
	







Individual’s Signature…………………………………………..

Manager’s Signature……………………………………………

Date……………………………
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