[image: ]

PERFORMANCE MANAGEMENT
Annual Appraisal and 
Performance Review Form
GUIDANCE NOTE:
This template is designed to support constructive, evidence-based and development-focused performance discussions between employees and managers. Employees should normally complete Sections 1, 2 and 3 before the review meeting and share the completed document with their manager at least three working days in advance where possible. Managers should complete Sections 4 and 5 following the discussion.
This document may also be used for quarterly, mid-year or interim performance review discussions where appropriate. The completed form should be retained confidentially on the employee’s personnel file in accordance with the organisation’s data protection and retention policies.
Managers should ensure all assessments, comments and ratings are:
· Objective
· evidence-based
· fair and consistent
· free from bias or assumptions relating to protected characteristics

Overall ratings should reflect performance across the full review period rather than isolated events or recent performance only. Performance ratings may inform wider people decisions but do not automatically determine pay progression, bonus or promotion outcomes. This document contains confidential employee information and should be handled in accordance with the organisation’s confidentiality and data protection policies.

Review Details
	EMPLOYEE NAME
	

	JOB TITLE
	

	DEPARTMENT
	

	LINE MANAGER
	

	REVIEW PERIOD
	

	REVIEW TYPE
	

	DATE OF REVIEW  MEETING
	




SECTION 1 - EMPLOYEE SELF-ASSESSMENT: PERFORMANCE AGAINST OBJECTIVES

To be completed by the employee before the meeting.
Review your performance against each objective set for this period. Comment honestly on what you achieved, how you achieved it and any factors that affected your progress.
1 = Significant Improvement Required 2 = Improvement Required 3 = Fully Effective / Meets Expectations 4 = Exceeds Expectations 5 = Exceptional Contribution
N/A = Not Applicable
	OBJECTIVE
	SELF-ASSESSMENT COMMENTS
	SELF-RATING
(1-5)

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 



SECTION 2 - EMPLOYEE SELF-ASSESSMENT: BEHAVIOURS AND WAYS OF WORKING

To be completed by the employee before the meeting.
Please assess your performance against the following behaviours, working practices and organisational expectations during the review period.
Performance Rating Scale
Rating	Description
1	Significant Improvement Required
2	Improvement Required
3	Fully Effective / Meets Expectations
4	Exceeds Expectations
5	Exceptional Contribution
N/A	Not Applicable
Please assess your performance against the following behaviours and ways of working.
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	Area
	1 Significant Improvement Required
	2 Improvement Required
	3 Fully Effective / Meets Expectations
	4 Exceeds Expectations
	5 Exceptional Contribution
	N/A
Not Applicable

	Communication - clarity, listening and adapting to audience
	☐	☐
	☐
	☐
	☐
	☐

	Collaboration - working effectively with colleagues and stakeholders
	☐	☐
	☐
	☐
	☐
	☐

	Initiative and problem-solving
	☐	☐
	☐
	☐
	☐
	☐

	Quality and attention to detail
	☐	☐
	☐
	☐
	☐
	☐

	Reliability and follow-through on commitments
	☐	☐
	☐
	☐
	☐
	☐

	Adaptability and resilience under pressure
	☐	☐
	☐
	☐
	☐
	☐

	Demonstrates organisational values and expected behaviours
	☐	☐
	☐
	☐
	☐
	☐
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SECTION 3 - EMPLOYEE SELF-ASSESSMENT: REFLECTIONS

To be completed by the employee before the meeting.
What are you most proud of from the past year?


What has been your most significant contribution?


Where do you feel you have fallen short of your own or others' expectations?


What have you learned from this?


What development or support would have the greatest positive impact on your performance and progression?


What are your career aspirations and development priorities for the next twelve months?


Are there any wellbeing, workload or workplace factors currently affecting your performance, wellbeing or development?






SECTION 4 - MANAGER ASSESSMENT

To be completed by the manager following the review discussion.
Managers should ensure comments are:
· specific
· balanced
· evidence-based
· objective
· constructive
Performance assessments may be subject to moderation or calibration processes to support consistency across the organisation.

Manager Assessment of Performance Against Objectives

Key achievements, outcomes delivered and areas requiring improvement:

Manager Assessment of Behaviours and Ways of Working

What the employee does particularly well and what may need to develop further:

Overall Manager Comments

Summary of overall contribution, performance and future potential:

Overall Performance Rating:

	☐
1 - Significant Improvement Required
	☐
2 - Improvement Required
	☐
3 - Fully Effective / Meets Expectations
	☐
4 - Exceeds Expectations
	☐
5 - Exceptional Contribution
	☐
N/A - Not Applicable





SECTION 5 - OBJECTIVES AND DEVELOPMENT PLAN FOR THE COMING YEAR
	OBJECTIVE (SMART)
	HOW SUCCESS 
WILL BE MEASURED
	TARGET DATE

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 



	DEVELOPMENT ACTION
	SUPPORT OR RESOURCE REQUIRED
	BY WHEN

	 
	 
	 

	 
	 
	 

	
	
	

	 
	 
	 

	 
	 
	 


Manager Commitments and Support
Please outline any agreed management support, coaching, development opportunities or resources to support success.
SECTION 6 - SIGN-OFF

By signing below, both parties confirm that the performance review discussion has taken place and that the employee has had the opportunity to contribute fully and add comments to the record. Signature does not necessarily indicate agreement with all comments or ratings recorded.
	MANAGER NAME
	

	MANAGER SIGNATURE
	

	DATE
	



	EMPLOYEE NAME
	

	EMPLOYEE SIGNATURE
	

	DATE
	


Employee comments (optional - if the employee wishes to add anything to the record)
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