STAFF APPRAISAL SCHEME - PRE-APPRAISAL CHECKLIST

It will soon be time for the annual appraisal of your performance in your job with us.  To save time and to ensure that we talk about you and your job, please look at the questions given below.

Try to answer them by yourself as honestly as possible and do not be modest.  These questions and your answers will form the basis of the appraisal interview and are designed to build on your own strengths and offer opportunities in the future to do so.

1.
What is your job?


2.
Does your job description need updating/changing?


3.
Indicate how good you think you are in dealing with the following areas of activity:

	
	Excellent
	Very good
	Good
	Moderate

	Knowledge of job


	
	
	
	

	Ability to organise


	
	
	
	

	Solving problems


	
	
	
	

	Making decisions


	
	
	
	

	Relationships with colleagues


	
	
	
	

	Relationships with patients


	
	
	
	

	Ability to communicate


	
	
	
	

	Handling paperwork


	
	
	
	

	Verbal manner on phone and face to face


	
	
	
	


4.
Have you made any noteworthy accomplishments, which your Manager should be aware of (awards, exams, etc)


5.
What should your aims and objectives be for the coming year?


6.
What training or help do you require to attain these objectives?


7.
What are your career aims?


8.
What particular parts of the job interest you?


9.
What particular parts interest you least?


10.
Are there any other matters you would like to discuss with your Manager?  Now is your chance!


STAFF APPRAISAL SCHEME - ASSESSMENT OF PERFORMANCE


Name






Date


Knowledge of work


Comments


Doing the job


Comments


Approach to work


Comments


Relationships with colleagues, patients and doctors


Comments

STAFF APPRAISAL SCHEME - PERSONAL ACTION PLAN FOR

NAME






DATE


Knowledge of work


Doing the job


Future plans? (include career plans, training needs, etc)

STAFF APPRAISAL SCHEME - LEARNING POINTS FROM THE APPRAISAL


What went well?

What went badly?


Could it have been done better?


If so, how?

