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Preparation for Appraisal



Employee’s Name:					Job Title:
…………………………………………..		……………………………………....................
The comments made on this form are to assist in your Appraisal.
On the Appraisal Record Form itself a space is provided for you to make any comment that you may wish regarding your Appraisal. If you are unhappy with your Appraisal outcome, please discuss with your Line Manager for the appropriate action to be taken.
Please consider your performance for the period under review and complete the following:Which Parts of the job have you performed less well?
Were there any circumstances which prevented a better performance?

Which parts of the job have you performed less well?




Which parts of the job have you performed best? How Have you achieved this?




[bookmark: _Hlk80342872]


Additional notes to bring to the Appraisal:
What could have been done by you, your supervisor/line manager, the Charity or anyone else to help improve your performance in any way?
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