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Give a brief description of your normal duties: Also, please record any special activities
or tasks assigned to you which are not normally associated with your job

Give an assessment of achievements over the past year

A 4
Y 4

I believe the following has helped the successful performance of my duties

g

I believe the following has hindered the successful performance of my duties

4

In my opinion, things would be better if

N\

I believe I have contributed the following to the objectives which have been set for my
area of work

.
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I feel the need to improve in the following ways

I would like the following to change in respect of my current job

P o N

I would like to discuss training in

My future job interests are

o~

My personal work-related goals and objectives are

L)

General comments
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Your Supervisor will assess your work against 6 factors. If you would like to make your
own comments about each factor, please do so in the space provided:

il Quality, Quantity and Timeliness of Work

K\
R

2 Job Knowledge

dance, Punctuality, Co-operation, Attitude,
aI Skills and Interpersonal Relations
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Your Supervisor will assess your work against 6 factors. If you would like to make your
own comments about each factor, please do so in the space provided:

N\
X

4 Judgement, Decisiveness and Initiative

5 Customer Service

pss this completed self-appraisal to your supervisor at least one week prior to your Performance
interview

DATE:

Employee
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Performance Appraisal and Development Programme -
Employee’s Guide

1.0 What is a Performance Appraisal Programme?

In the broadest sense, it's simply a commentary on how someone or something has performed. We all
appraise performance, in one way or another, almost every day of our lives, e.g. the quality of an
entertainer on TV, the look of a car, the taste of food etc. We are of course concerned here with

Performance Appraisal only in the context of work, and again, we all make judgements about how well
people are doing, whether we are responsible for them or not.

It is widely believed that appraisal should also have its formal side, and this formal process is
Performance Appraisal and Employee Development Programme”. Typically, your supervis
conduct the formal Appraisal, which, usually, will be carried out once each year.

Programme Objectives

a) To look forward, and identify how individuals can be helped to imprj
their contribution in their present jobs

b) To help in realising the full potential of each and every e e

c) To achieve better results - for the individual, for the Corfillany and our
Customers

Essential Components

The essential components are:

a) A structured, organised and purpaseful review o t performance from which lessons can be
learned

b) Plans - Action Plans, for def
Development Plan, for deta!
development, and se{@mpro'

eed actions, objectives etc., and a Training and
pnsibilities of you and your supervisor to training,

2.0 What are the Benefits

individual performance and contribution is essential to the Company’s

ess demands being better and making constant improvements
ttracts and retains high-calibre people

me

es clarification on how you can contribute to your own success and the success of the Company

identify strengths and weaknesses; building on the former and addressing the latter

vides clear direction on what is expected of you and involves you in planning your work and your

uture; promotes a degree of mutual responsibility in the employment contract, allowing discussion on
aspirations, support, guidance etc.

+ provides a joint commitment to make things happen
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3.0 The Appraisal Interview - General

Preparation

+ your supervisor will inform you of the date, time, likely duration and location of the appraisal intel
at least two weeks in advance

+ at the same time your supervisor will make sure that you have all of the documentation yo,
including this employee booklet on appraisal, and the self-appraisal report you are invited

+ while you are completing your self-appraisal report, your supervisor or manager will pca
performance review. This may include talking to others with whom you have had cq
review period. If there are specific individuals you would like your supervisor to t:
make this known

Conduct

-

your supervisor will give you an outline of the structure of the intervie
long it will last. You will be encouraged to contribute to the discussion
your supervisor will not “save things up” for the interview. Id,
never get into an argument. Agree to differ if there are any
always be in a position to justify your comments

share your ideas, suggestions .... and feelings. But avoid bl
ask questions, especially if you're unclear about a certain poi
try to cover all the areas you feel are important

and an appro

PR R R

Follow Up

Your supervisor will:

+ make notes on the meeting
+ complete the appraisal documey
+ prepare an Action Plan and a T

what you have agreed to do

e sure tl ou receive a copy
gpment Plan for you so that you are both reminded of

+ reinforce commitment to the he following year
+ take time to me to discuss the plan, actions, objectives, barriers,
successes etc., so oncept of appraisal alive and well, not dormant

You should:

3
3 A

. and targets on a regular basis
3

ards. Strive for quality in all you do. The key question to ask /
atisfied with my work?” \
pger’s line manager (if such a person exists) if you feel that
gi¥rairly dealt with ﬁ\
i/\

*
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4.0 The Appraisal Interview - Guidance Notes on the Methodology used, Completion of Forms
etc

Employee’s Self Appraisal

This is an extremely useful part of the review process as it allows you to provide your supervisor with yi
thoughts prior to the review meeting. The form should be distributed about three weeks prior he
interview date and should be accompanied by a letter or memo from your supervisor. It shou

to her/him no later than one week prior to the interview.

Written Appraisal

This represents a permanent record of your appraisal and, when complete, sl ie at the

original goes to you and there is a copy on your personal file.

The Approach

There are three areas for consideration:

+ review of Objectives, Action Plans, Training and Personal De
+ assessment of Competencies
+ new Objectives and Plans aimed at improvement

past.

Your supervisor will comment upon
towards the action points which ha
Plan.

Assessment of Competencies

The term competencies
satisfactorily, and the asse!
performance. 5 “areas of col
additiong

attitude, appearance, interpersonal skills and
lations

dgement, decisiveness, initiative

stomer service
ersonnel Management and Development
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New Objectives and Plans aimed at improvement

As well as the written assessment and competencies, one of the most important “end - results” of the
Appraisal process is the formulation of Action Plans, and Training and Development Plans for the futur

There are two additional forms:
Action Plan

Training and Development Plan
Your supervisor will complete them both and give them to you as part of the appraisal¢@o
5.0 Linked Issues

Career Development

While the question of your career aspirations and opportunities for c

your Performance Appraisal, it is possible - if not likely - that a se,
address them properly.

subjects in their own right and each

Performance Appraisal and Career Development are both impo
f the first by giving too

deserves to have time devoted to it. We would not wish to detra
much time to the second at one and the same session.

Performance and Salary Review

There is an obvious relationship between pe
performance is taken into account at thetime of salary

Salary review will not be a matter fg
own special objectives. Your mana|
reviews for the Company have bee

Equal Opportunities
d Employee Development programme will operate fairly and

iscriminate unlawfully, directly or indirectly in the conduct of
ndamental requirement may face disciplinary action and

The Company’s Perforl
equitably for all staff. A
appraisals. Anyone who c
dismissal.

isal and Employee Development Programme actively involves you and your manager
land review your performance objectives, plans, development etc on a continuing

at you receive feedback throughout the review period. If you don't then why not
There should, then, be no surprises at the formal review discussion.

erformance, open communication with your manager, recognition of your contributions to the job,
Iportunity to grow - that is what the programme is all about. It's a programme that can make a
difference to how well you and the Company succeed.”
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Employee Performance

Appraisal and Development
Programme

Q
S

Self Apprais port

O

Name of employee
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