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PERFORMANCE APPRAISAL 20--

(Adapt and adjust this template as required to meet the needs of your organisation)
	Employer:
	Date of appraisal:
	Date employment in role commenced:


	Name:
	Position:


	Appraisal conducted by:

	Staff member
	Board members




Performance Appraisal
	Performance Criteria
	Prompts
	Rating
	Comments

	Performance Objectives
	Review your performance objectives- how have you performed in these areas over the past 12 months? Describe your achievements. What areas of your performance need improvement or require attention?
Have you been required to work on things outside your objectives?
	Exceeds Expectations
Satisfactory
Needs Improvement
Unsatisfactory
	

	Workload and Time Management 
	How do you feel about your workload and the balance between the different areas of your work? 
	Exceeds Expectations
Satisfactory
Needs Improvement
Unsatisfactory
	

	Organisational direction
	How well do you think the organisation is progressing in the strategic plan? Does anything need to be addressed or adjusted to achieve the goals of the strategic plan?
	Exceeds Expectations
Satisfactory
Needs Improvement
Unsatisfactory
	

	Position Description
	Is your position description an accurate statement of your role? Does anything need to be added or removed?
	Exceeds Expectations
Satisfactory
Needs Improvement
Unsatisfactory
	

	Communication with the Board
	How do you feel about the frequency and effectiveness of communications with your Board? Can you identify any improvements for consideration?
	Exceeds Expectations
Satisfactory
Needs Improvement
Unsatisfactory
	

	Long term aspirations
	Are there any areas of your work that you would like to develop, or opportunities you are interested in following up on?
	Exceeds Expectations
Satisfactory
Needs Improvement
Unsatisfactory
	

	Short term work goals
	What activities are on your radar as priorities for the next 2-3 months?
	Exceeds Expectations
Satisfactory
Needs Improvement
Unsatisfactory
	

	Other comments
	Are there any other ideas or concerns you would like to include in your appraisal?
	Exceeds Expectations
Satisfactory
Needs Improvement
Unsatisfactory
	



Performance Objectives for next 12 months
	No. 
	Performance Objectives
	Performance Measure
	Timeframe
	Status
	Comments

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	Agreed priority actions:






 
Personal Development Plan
	No. 
	Need
	Action
	Priority
	Timeframe
	Status

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	




Next appraisal:		___________________________________

Signatures	 
(Sign once appraisal is completed and ongoing objectives agreed) 
	
	Staff Member
	Board Member
	Board Member

	Name
	
	
	

	Date
	
	
	

	Signature
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