	Staff appraisal form
	Your business name/logo here



Employee:




Job title: 

Manager:




Date:  

Date of last annual appraisal: 

Sick leave days in past 12 months:

Appraisal

· Bullet-pointed comments summarising your key comments 

Performance over period against objectives

· Evidence of success or failure in meeting set aims/targets
Objectives for next quarter/year

· Set defined goals for the next four and 12 months

Additional comments by employee

· Include a summary of their feedback

Training requirements

· How can the employee’s skills/knowledge be improved? 

Signed:

Employee……………………………………
Date………………………………….

Line manager……………………………….Date………………………………….

Keep a signed copy of this document on file. 
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