
RECORD OF APPRAISAL MEETING AND ACTION PLAN
The appraisal process encourages regular review of work performance and personal development and provides a formal annual opportunity for employees to discuss their progress with their manager.  Although the formal review occurs annually it is important that regular feedback, help, guidance and support is given throughout the year.  The appraisal should be a collaborative exercise, with the aim of enhancing the individual’s skills and their contribution to the diocese.  Opportunities for development, both within the job and with regard to career aspirations and personal development, are considered and encouraged.  This form provides the record of your appraisal meeting.  
	Name:

	

	Job Title:
	

	Name of Appraiser:
	

	Review period:   
	

	Date of meeting
	


Section 1: Your Role

1. Does the job description reflect the current role?

Where changes have occurred, note down below any agreed changes which have taken place since the last appraisal meeting, or that will be taking place in the near future.

	


Where changes occur, a new job description should be produced (using the standard diocesan job description form), with one copy handed to the appraisee and one sent to HR, signed by the appraisee.

2. Which aspects of the present job give the greatest satisfaction or have gone particularly well in the last year?

	


3. Which parts of the job are found more challenging or least enjoyed? Can any action be taken to remedy this?
	


Section 2: Review of the Past Year

Record the objectives set at the last appraisal and indicate whether these have been achieved, including any reflections on barriers to achieving goals, what went well and what could have gone better.   
	Objective/Goal


	Was this met?
	Comments

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Other activities/key work streams undertaken outside of the set objectives:

	


Section 3: Personal and Professional Development

This section should be used to identify where training and/or development is desired to help develop the employee within their current role and with future career aspirations.

	


Section 4: Agreed Actions for the Year Ahead

This may be a combination of diocesan/work objectives, personal career objectives and training/developmental opportunities.  Work objectives may be general or relate to specific tasks, projects or priorities.  Consideration should be given as to how the objectives assist with the overall work plan for the department or contribute to the overall diocesan strategy.   It is recommended that they meet the SMART principles (i.e. Specific, Measurable, Agreed, Realistic, and Time-limited).  
	Objective/Goal

	Target date
	Comments

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Other areas of discussion:
	


Appraiser comments:

	


Signed (Appraiser)............................................................  Date ..............................................

Signed (Appraisee)........................................................…  Date .........................................…..

This form should be completed by the appraiser and handed to the appraisee within one week of the meeting for him/her to agree and sign. A copy of the document should be retained in order to review progress throughout the year. The appraisee should be handed a copy and the original be retained in your personal file.  
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