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 Teignbridge CVS Performance Appraisal Form


	Name:
	Position:

	Appraisal Date:
	Appraisal venue:

	Appraiser:
	Period covered:

	Work location:
	Time in present position:

	Length of service:
	





Purpose of the Appraisal Meeting

To enable you to discuss, with your line manager, your role at CVS, your job performance and your ideas for the future. The discussion should aim at a clearer understanding of:
(a)	The main scope and purpose of your job
(b)	Agreements on your objectives and tasks
(c)	Standards or targets for measuring your performance
(d)	Your training and future prospects

You can prepare for the meeting and discussion by completing this form; if you want to show this form to your Line Manager before the meeting this will give them time to consider your comments, ideas and suggestions. If you do so, it will not be copied or filed without your permission.

You should bring to your appraisal meeting: 
•	your current job description
•	your current action plan / copy of appraisal from the previous year
 
Self-appraisal

	Do you have an up-to-date job description
	

	Do you have an up-to-date action plan?
	

	Do you have regular opportunities to discuss your work, and action plans?
	

	Do you understand all the requirements of your job?	
	



Your Job Description/Role

	Referring to your job description, what have been the highlights of your job this last year?

	



	What have you accomplished, over and above the minimum requirements of your job description, in the period under review (consider the early part of the period as well as more recent events)? Have you made any innovations?

	


	List any difficulties/headaches that have been frustrating for you in carrying out your work. Were there any obstacles either within the CVS, externally or outside your own control which prevented you getting on as you would have wanted to?

	


	What parts of your role do you:

	· Do best?
	

	· Enjoy most?
	

	· Do less well?
	

	· Have difficulty with?
	

	· Enjoy least?
	

	

	What ideas do you have to develop your role?  Don’t be afraid of creative thinking.

	


	Have you any skills, aptitudes, or knowledge not fully utilised in your job? If so, what are they and how could they be used?

	


	Can you suggest training which would help to improve your performance or development?

	





	Score your capability or knowledge in the following areas in terms of your current role requirements (1-3 = poor, 4-6 = satisfactory, 7-9 = good, 10 = excellent).  Discuss and note agreed points, training / development needs and wishes. 
 

	1. Technical knowledge relevant to your role 
	
 
	2. Time management 
	
	

	3. Planning 
	 
	4. Budgeting (if relevant) 
	 
	

	5. Monitoring, Evaluating and reporting 
	 
	6. Administration 
	 
	

	7. Delegation skills 
	 
	8. IT skills 
	 
	

	9. Meeting deadlines/ commitments 
	 
	10. Ideas and creativity 
	 
	

	11. Judgement, problem-solving, decision-making 
	 
	12. Team-working and developing others 
	 
	

	13. Energy, determination and work-rate 
	 
	14. Steadiness under pressure 
	
	

	15. Leadership and integrity 
	 
	16. Adaptability and flexibility 
	
	

	17. Personal image 
	
	18. Organisational responsibility and ethics 
	 
	




Your Objectives

	How did you get on with the objectives and priorities that were set at your appraisal last year?

	


	What do you consider might be your priorities this coming year?  To agree with your line manager

	




Working for the CVS

	Is there anything you would like to discuss about the support you receive in delivering your role? 

	


	Additional remarks, notes, questions, or suggestions:  are there any concerns, development needs, opportunities not covered by this Appraisal?

	


	Do you have any ideas on how we might improve this Appraisal process?

	






 



Staff signature……………………………………………………………………………………………………………………………………..


Line manager signature……………………………………………………………………………………………………………………….
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