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Appraisal Form

This appraisal form is designed to facilitate a formal discussion between you and your appraiser concentrating on performance since last appraisal, achievement of previous objectives, agreeing future key objectives, identifying future training needs and career aspirations.

Please access the online training session via CSED e-learning, and read the Staff Appraisal Scheme Guidance, including Appendix A: Guidance for Appraisees, before completing this form.


[bookmark: _GoBack]
                                                                            Year____________

Name of Appraisee_________________________________________________      

Faculty/School/Division ____________  Date of Appointment to post__________

Post title/Grade____________________________________________________	

Date of Appraisal______________________	Time______________________

Name of Appraiser_________________________________________________





Note: space on the form is limited.  If you wish to expand the sections and continue onto a separate sheet, then please do so. The appraisee should complete and submit Parts One and Two no later than one week prior to the appraisal meeting or sooner if requested by your appraiser/line manager.




Part One: Appraisal preparation (looking back)
(to be completed by the appraisee)
NB: If your School/Division has chosen to incorporate additional documentation for your area in relation to local Key Performance Indicators this will have been provided by your appraiser and you should incorporate this into your considerations and preparation.

Assessment of key achievements for the previous year

1)   List the significant activities, tasks and objectives set by yourself or others over the last year and comment on the achievement of each.
The Record of Objectives form provided at Part Three B is introduced for 2014/15 and achievement against previously set objectives can therefore be attached to or documented on this form in subsequent years.    




2)  What has helped/hindered you in your work over the last year?






3)  What have you done in the last year which has given you most satisfaction/sense of achievement?





4)   ATR members of academic staff only (including those on probation) should also provide the following details:

Research activity over the previous three years, to include:
· research publications  listed by peer-reviewed journal articles, other articles, chapters in books, other publications including conference abstracts. Please also include those in press;
· submission of research proposals indicating your role in each of these, your co-applicants, which ones were successful, and including dates, values and the commitments that successful ones carry for you;
· supervision of research students indicating your supervisory role (primary or secondary supervisor) and which are MPhil/PhD, ClinPsyD, MSc by Research and MD research students.  If the students are registered at universities other than UEA, please also indicate this;
· conference attendance indicating whether you were presenting a paper and the source of funding.





Part Two: Appraisal preparation (looking forward)
(to be completed by the appraisee)
NB: If your School/Division has chosen to incorporate additional documentation for your area in relation to local Key Performance Indicators this will have been provided by your appraiser and you should incorporate this into your considerations and preparation.


Key objectives for the coming year

1)  Please suggest ways that would make your job more effective and satisfying, including training and development?








2)  Outline your objectives for next year and how their success can be measured, in relation to all aspects of your work.
These provisional objectives may be provided in draft format on the objective setting form provided in Part Three (A) for completion following appraisal. 








3)  Note any other issues that you wish to discuss in the appraisal meeting.






4.  ATR members of academic staff (including those on probation) should also   
     provide the following information:

Research objectives: 

Please specify your concrete plans for undertaking externally funded research, writing publications and submitting research proposals in the next 12 months.  

As far as possible include working titles, target journals and funding schemes.
Please aim for a maximum of one page of A4, or alternately if you already have a research plan drawn up, this may be provided instead. 
(continue overleaf if necessary)
Part Three A: Appraiser’s comments
(to be completed after the appraisal meeting)

1)  Appraiser to comment on the appraisee’s achievements and activities over the past year 






2)  Appraiser to list agreed key tasks, objectives and action points for the coming year and any suggestions for future development
This section should be completed to the satisfaction of the appraisee and appraiser.
Be clear about: Who is responsible for initiating any tasks or action(s)?
                         Timescales?			
      How is the action to be monitored, if applicable?
		      What standards of performance/attainment are to be met?
Form Three B - Record of Objectives – is available to record objectives in more detail.







3)  Additional comments by either party
If appraiser or appraisee wish to make further comments or record any points of dissent in respect of the above, please do so below, continuing on a separate piece of paper if necessary.










Appraisee’s signature _________________Printed Name _________________Date__________        

Appraiser’s signature _________________Printed Name _________________Date__________      
V4.1: May 2016; addition of online training facility

							[image: 1]	
Part Three B: Record of Objectives 
This form may be used within and across appraisal years to add to or amend objectives, inserting additional sections as required:

	Appraisee’s signature


	Printed Name
	Date


	Appraiser’s signature
	Printed Name
	Date





	Objective One:

	

	Date Added: 
	
	Intended Start date :
	

	Target completion date :
	
	Planned Review Date(s) :
	

	How will this achievement be indicated/measured?

	

	Review of progress (for completion at interim review or next appraisal as appropriate) :

	

	Outcome :

	



	
Objective Two :

	

	Date Added: 
	
	Intended Start date :
	

	Target completion date :
	
	Planned Review Date(s) :
	

	How will this achievement be indicated/measured?

	

	Review of progress (for completion at interim review or next appraisal as appropriate) :

	

	Outcome :

	



	Objective Three :

	

	Date Added: 
	
	Intended Start date :
	

	Target completion date :
	
	Planned Review Date(s) :
	

	How will this achievement be indicated/measured?

	

	Review of progress (for completion at interim review or next appraisal as appropriate) :

	

	Outcome :

	




	Objective Four :

	

	Date Added: 
	
	Intended Start date :
	

	Target completion date :
	
	Planned Review Date(s) :
	

	How will this achievement be indicated/measured?

	

	Review of progress (for completion at interim review or next appraisal as appropriate) :

	

	Outcome :

	








Please add additional objectives sections to this form as necessary
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Part Four: Action Plan for agreed training and/or development interventions (to be completed by the appraiser)

Following completion this form is for use by the Head of School/ Division/Department or Director of University Services to monitor the Action Plan in his/her area, and a copy should be sent to CSED.  

Please list below details of the training or other activity, adding additional lines as necessary. Please note: The minimum training time recommendation for each member of staff is two days per annum. 

	Activity
	Provider or Responsibility of:
	Cost/
Resources
	Target 
Date
	Achieved

	



	
	
	
	

	



	
	
	
	

	



	
	
	
	

	



	
	
	
	


Please insert additional rows as needed

	Appraisee’s signature:


	Printed Name:
	Date:


	Appraiser’s signature:
	Printed Name:
	Date:



	Head of School/Director’s signature
(if different from appraiser):


	Printed Name:
	Date:

	School or Division:

	Department (if applicable):
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Part Five – Comments to be passed to other Departments
(to be completed by the appraiser/appraisee)

Action points and comments may be recorded on matters which the appraiser/appraisee feel could have a bearing on the management of the School/Department/University or on the delivery of effective training and development programmes. Requests for action or comments recorded on this form may be copied by the Head of School/Division/ Department or Director of University Services to, for example, the appraisee’s manager, the Human Resources Manager, Estates, etc., provided that the appraisee signs to confirm that the information may be released.*

	



















	Appraisee’s signature:


	Printed Name:
	Date:


	Appraiser’s signature:
	Printed Name:
	Date:



	Head of School/Director’s signature
(if different from appraiser):


	Printed Name:
	Date:

	School or Division:

	Department (if applicable):




*Please note that there may be occasions where an issue must be acted upon even where an appraisee does not give their consent (e.g. danger to another individual, extreme health and safety concerns), but this will be discussed with the appraisee and appropriate regard will be given to anonymity.						
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