[Insert Organisation Name/Logo]
Performance Appraisal, Development & Review

	Employee Name:
	

	Position:
	
	Length of Service:

	Date of Appraisal:
	
	Review Period:

	Line Manager/Supervisor:
	

	Manager/CEO
	

	Name of Appraiser:
	
	Position:


SECTION ONE: Organisational Citizenship
Objective:
To evaluate performance against the core competencies/requirements set by the organisation and which are common to all employees over and above those that are detailed in individual position descriptions.
Performance Ratings:

	1 = Requirements rarely met
	2 = Requirements sometimes met
	3 = Requirements often met
	4 = Requirements consistently met
	5 = Requirements always met


	Organisational Core Competency
	Comments/Additional Information
	Performance Rating

	Client Focus

The willingness to focus on client needs.  This involves working with clients to better understand their individual needs & in consultation, developing appropriate case management plans.
	
	

	Continuous Improvement Focus

The willingness to improve existing policy & procedures & find better ways of doing things in terms of effectiveness & efficiency. This may involve challenging established policy & procedures or bringing ideas from elsewhere to add value to the organisation.
	
	

	Demonstrating Initiative

The willingness to take action rather than simply thinking about it, recognizing opportunities & doing things immediately in order to avoid potential problems in the future.  This is about being persistent in addressing issues & potential obstacles.
	
	


Section 1: Organisational Citizenship (cont)
	Organisational Core Competency
	Comments/Additional Information
	Performance Rating

	Concern for Quality & Standards

An underlying drive to reduce inconsistencies, risks & errors in the work environment through attention to detail, monitoring, checking & compliance with policies & procedures.
	
	

	Teamwork

The willingness to work in a co-operative & helpful manner with other team members. Teamwork requires focusing on a team as well as individual goals & actively assisting team members towards the achievement of the services goals.
	
	

	Performance Driven

An underlying drive to work well & achieve outcomes. It is about the pursuit of standards of excellence & improving one’s own performance.
	
	

	Professionalism

A conscious effort to create a positive impression of professionalism in every aspect of work including service provision & administration.
	
	

	Flexibility

The ability to adapt to a variety of situations & work effectively with different people & groups. It includes, the ability to understand & appreciate different & opposing perspectives on an issue, being able to adapt one’s own approach to suit the unique nature of a particular situation or circumstance.
	
	


SECTION TWO: Individual Key Performance Indicators (KPI’s)

Objective:

To evaluate performance against the individual employee’s key performance indicators which were established at the commencement of the reporting period.

Performance Ratings:

	1 = Not Satisfactory
	2 = Needs Improvement
	3 = Competent
	4 = Very Good
	5 = Outstanding


	Key Performance Indicator
	KPI Measure
	Comments/Additional Information
	Performance Rating

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


SECTION THREE: Major Projects & Achievements

Objective:

To evaluate performance in respect to any major projects, goals or specific tasks/achievements that are not otherwise covered in the previous sections.

Performance Ratings:

	1 = Not Satisfactory
	2 = Needs Improvement
	3 = Competent
	4 = Very Good
	5 = Outstanding


	Project/Task/Goal/Achievement
	Comments/Additional Information
	Performance Rating

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


SECTION FOUR: Participation in Training and Development

Objective:

To evaluate performance in respect to participation in, or impact of, any training and/or other professional development activities undertaken during the review period.

Performance Ratings:

	1 = Poor (lack of interest)
	2 = Marginally Adequate
	3 = Satisfactory
	4 = Very Good
	5 = Outstanding


	Training/PD Activity
	Comments/Additional Information
	Performance Rating

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


SECTION FIVE: Barriers to Effective Performance

Objective:

To identify specific barriers and obstacles (both individual and systemic) that hinders an employee’s effective performance and to develop potential solutions.
	Identified Barrier
	Potential Strategies to Overcome Barrier
	Time Frame/Review

	
	
	

	
	
	

	
	
	


SECTION SIX: Summary

Objective:

To summarise the key aspects of the job and training/PD that are working well and identify area’s for improvement.
	1
What aspects of the job are working well?

	

	

	

	2
What aspects of the job could be improved?

	

	

	

	3
What aspects of training &/or professional development are working well?

	

	

	

	4
What aspects of training &/or professional development could be improved?

	

	

	


SECTION SEVEN: Performance Development Action Plan

Objective:

To develop an action plan that addresses the identified areas of skills, knowledge or learning that have emerged from previous sections (i.e. particularly where items have been rated as ‘1’ or ‘2’) and which will subsequently promote enhanced job performance.
	Action
	Comments/Measure
	Time Frame/Review

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


SECTION EIGHT: Key Performance Indicators

Objective:

To develop an agreed set of individual key performance indicators that will need to be achieved by the employee during the next reporting period.

	Key Performance Indicator
	KPI Measure
	Comments/Additional Information
	Review Date/s

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


SECTION NINE: Performance Development

Objective:

To identify and describe any training or professional development aspirations that could be undertaken to further develop and enhance job-related knowledge and/or skills.

	1
What additional responsibilities would you like to take on in the future?

	

	

	

	2
What are your main training and/or professional development priorities for the next 12 months?

	

	

	

	3
What are your preferred approaches to achieving these (i.e. short course, mentoring, internal training, on-line education, extended course etc.)

	

	

	

	4
What are the barriers that inhibit you from attending/participating in training and how can these be addressed?

	

	

	


SECTION TEN: Overall Assessment

Objective:

To describe and rate the overall assessment of performance of the employee considering the discussion and key points detailed in sections 1-9.

Performance Ratings:

	1 = Not Satisfactory
	2 = Needs Improvement
	3 = Competent
	4 = Very Good
	5 = Outstanding


	Appraiser’s Summary
	Overall Rating:

	

	

	

	

	Employee Comments/Summary

	

	

	

	


	Appraiser’s Signature
	

	Employee’s Signature
	


