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Year-End Appraisal form
Use this form to record the issues discussed at an employee’s performance appraisal meeting at the end of the performance management cycle.
	Employee’s name:
	

	Job title:
	

	Manager’s name:
	

	Date of review:
	


	Current performance - record discussion on the key areas of the job, and include a summary of achievement against the objectives that were agreed at the beginning of the performance management cycle.

	Rating scale:  1. Exceeded objective    2. Met objective    3. Did not meet objective

	Objective
	Results achieved
	Assessment (1, 2 or 3)

	1) 


	
	

	2)
	
	

	3) 
	
	

	4)
	
	

	5) 
	
	


	Development and training - identify where further training and support is required. These activities are not restricted to training courses, and may include attachments, projects, coaching, planned experience or any other suitable activity that will enhance the skills, knowledge and behaviour required in the employee’s work or to develop him/her further.

	

	Career planning - record any areas of the department or Company in which the employee has expressed a specific interest.

	

	Other areas of discussion - record any other points raised at the appraisal meeting including actions to be taken.

	

	Summary – Describe the employee’s overall performance.

	

	Overall rating

	Exceeded expectations
	Met expectations
	Did not meet expectations


By signing this performance management form, both parties acknowledge that they have read and discussed the contents of the form.
Employee’s signature:
__________________________________
Manager’s signature:
__________________________________
Date:



__________________________________
One copy of this completed form will be kept by the manager, one by the employee and one in the employee’s personnel file.
The Lloyds Bank Foundation is committed to providing this information in a way that is accessible and useful for charities. This information, however, is not in any way intended to amount to authority or advice on which reliance should be placed. You should seek professional advice as appropriate and required
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