
	NAME:         
JOB TITLE:                                     DATE OF APPRAISAL:   



	PURPOSE OF THE APPRAISAL MEETING:

To enable you to discuss, with your Manager, how you feel you have settled into your job and to look at your future needs.  This discussion aims to give you a clearer understanding of:

· The main scope and purpose of your job.

· Agreement on your objectives.

· Standards or targets for measuring your performance.

· Your training and future prospects.

You can prepare for your appraisal by completing this form.  Please bring the completed form with you to the appraisal.



	Circle the appropriate answers and comment below:


	Do you have an up to date job description?


	YES
	NO

	Do you understand all the requirements of your new job?


	YES
	NO

	Do you feel that your induction training has adequately covered all the areas of your work?

	YES
	NO

	Have you had the opportunity to discuss your progress at regular intervals with your Line Manager?

	YES
	NO

	Do you feel your induction programme could be improved in any way?

	YES
	NO

	Do you have any skills, aptitudes or knowledge not fully utilised in your job?  If so, what are they and how could they be used?  Have you made any innovations?



	Can you identify any areas for further training and development to enable you to continue to take on more responsibility in your new role?  


	Are there any other issues that you would like to discuss?






	POST INDUCTION  - Pre-Appraisal 
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