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Disclaimer

The Solicitors Regulation Authority (“SRA”) Code of Conduct 2011 provides Outcomes-Focused Regulation (OFR), based on ten mandatory Principles, a series of mandatory Outcomes and various Indicative Behaviours which are not mandatory but which constitute suggested guidance.  The 2011 Code therefore offers Firms greater flexibility in respect of their relationship with their clients and how they manage their businesses.

The Code also requires each Firm to place more emphasis on the particular needs of individual clients and to consider its practices and procedures in light of its individual profile regarding, for example, work-type and risk.

The following documentation must be carefully tailored to meet the needs of your Firm.

This is an example document.  In view of the above statement, Aon UK Limited expressly disclaims any liability to your Firm and any other person in connection with this document and any consequences of anything done or omitted to be done wholly or partially in reliance upon this document, and does not provide any warranty representation or guarantee as to the accuracy, performance, completeness or suitability of this document, and your Firm’s use of it is entirely at your Firm’s own risk.  It is your Firm's responsibility to ensure that the document’s contents meet your Firm’s specific requirements.

To remove Watermark prior to your use, go to Page Layout or Design / Watermark and click on “Remove Watermark”.

Annual Appraisal Form
	Name of Appraisee:
	

	Name of Appraiser:
	

	Job title:
	
	Date of Appraisal:
	___/_____/___

	Date joined Firm:
	___/_____/___
	Reporting to:
	

	

	Performance Assessment
Please circle the category that most describes the employee’s performance where: -

	A = Excellent and exceeds requirements
	B = Good and meets requirements

	C = Average, could improve
	D = Below average, does not meet requirements

	1)  Quality of work:
	Accuracy, reliability, timeliness
	A
	B
	C
	D
	N/A

	2)  Quantity of work:
	Amount done compared with amount required
	A
	B
	C
	D
	N/A

	3)  Dependability:
	Extent / degree to which the person can be relied upon to do the job
	A
	B
	C
	D
	N/A

	4)  Attendance & punctuality:
	Timekeeping and absence record
	A
	B
	C
	D
	N/A

	5)  Job knowledge:
	Substantive & technical
	A
	B
	C
	D
	N/A

	6)  Office procedures:
	Ability / willingness to follow procedures
	A
	B
	C
	D
	N/A

	7)  Decision making:
	Use of judgement & experience
	A
	B
	C
	D
	N/A

	8)  Innovation:
	Suggesting and/or responding to change
	A
	B
	C
	D
	N/A

	9)  Communication:
	Verbal & written
	A
	B
	C
	D
	N/A

	10)  Teamwork:
	Cooperating with others
	A
	B
	C
	D
	N/A

	11)  Leadership:
	Motivation & ability to supervise
	A
	B
	C
	D
	N/A

	12)  Discretion:
	Dealing with confidential information
	A
	B
	C
	D
	N/A


Annual Appraisal Form
	Responsibilities & Objectives.
Any new tasks / responsibilities taken on in last year?    Yes  No   If Yes, record details:

	Does Job description need updating as a result?    Yes  No   If Yes, record details:

	Achievement of objectives in last year (including any problems encountered):

	Future objectives/ targets (including priorities):

	Personal development.  Training required to improve performance / meet objectives:

	Evaluation of training undertaken (how this helped you as an individual, your team/dept. and the Practice:

	Employees ideas for improvement – Own Job:

	Team / Department:

	Practice overall:

	Any other comments by appraiser:


	Any other comments by appraisee:


	Register of Interests (ROI 201504) up to date: 
	   Yes  /   No 
	P-Cert. (or other reg/n up to date)
	Yes  /   No

	Signed
(Appraisee):
	
	Signed
(Appraiser):
	

	Date:
	___/_____/___
	Date:
	___/_____/___

	Copies issued to:
	Appraisee:      File:  






