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PERSONAL PERFORMANCE & DEVELOPMENT
NAME: ............................................................................

JOB TITLE: .......................................................................

DATE OF APPRAISAL: ......................................................

Duston Parish Council recognises that the success of the services it delivers depends on the effectiveness of its employees. Council’s employees are its most important resource, and in order to be effective, they need to have clarity on their roles, responsibilities and objectives. Managing employee’s performance is a continuous process that involves making sure that the development of employees contributes to the aims and objectives of Council to achieve high levels of organisational performance.

PURPOSE

i
To talk about and review your performance over previous 12 months
ii
Discuss future work and progress for the next 12 months 
iii
Agree training and development

Please complete Section A of this form prior to the appraisal as it will form the basis of the meeting.

SECTION A: TO BE COMPLETED BY EMPLOYEE








SECTION B: TO BE COMPLETED BY APPRAISER 
To be discussed by the Employee and Appraiser during the Appraisal interview.

1
What is the agreed level of overall performance of the employee:

UNACCEPTABLE
0 -  1 -  2 -  3 -  4 -  5 -  6  
VERY GOOD






NAME OF APPRAISER
:
………………………………………………

SIGNATURE:


………………………………………………

DATE:



……………………………………………….

NAME OF EMPLOYEE:

……………………………………………….

SIGNATURE:


……………………………………………….

DATE:



………………………………………………
1. Previous Appraisal Objectives and Plan 














2. Achievements against last appraisal and job description and how could you build on this?








3. What are the main tasks you are involved in or have altered since your last appraisal?





4. In your view, which elements of your work have you been most successful at and why?








5. In your view, which elements of your work have you enjoyed the least, or elements of the previous appraisal have you not achieved?





6. What extra training, skills and knowledge would make you feel more confident and better able in your role?





7. In relation to your role what would you most like to achieve in the coming year?











8. Is the current job description an accurate reflection of the post – or have duties changed?





2. What do both parties agree the Employee has achieved in the past year?








3. What have both parties agreed needs to be improved by the employee?

































































4. How will the line manager responsible help the Employee to achieve the improvement in the next twelve months?





5. Objectives and Action Plan for the next twelve months:








6. Please use this box to add any additional comments:











4

