
PRE-appraisal Guidelines & SELF-ASSESSMENT FORM 
INTRODUCTION

Before your appraisal interview you should take some time to think constructively about your current role and your future. You will get much more from your appraisal if you have put some time into preparation.

GUIDELINES

· We need to review your job description (or write one if there is not one on file) - has this changed? If so how? 

· We need to agree on objectives to be worked on in the next 12 months.  

i)       What standards do you attain in your work?

ii) How can we measure them? 

With this information we can produce objectives to outline all the main activity areas (major outcomes) of your job

· Do we need to address any training needs in order for you to achieve these objectives?

· You will need to give some thought to your overall performance over the last 6 - 12 months - what do you feel are your :


i) Strengths  

 

ii) Weaknesses  

· Are there any factors affecting your work - what are they? Can we find a way to overcoming these?

In order to answer some of these questions and in preparation for the discussion in your appraisal you will find it useful to ask yourself some of the following questions.  Use the form at Appendix 1 to record your thoughts.  Make sure you do this against your whole job and are both fair to yourself yet honest!

Quality of Work

· Has your work been careful and accurate?

· Have you made any hurried or bad decisions?

· Have you had any complaints made against you?

· Has there been a need for people to check your work?

· Are there any areas where further improvement can be made?

Communication Skills

· Do you keep others informed of your actions or intentions?

· Do you have difficulty communicating with other members of staff, patients or partners/management?
Creative Input

· To what extent have you contributed new ideas and worthwhile suggestions?

· Are they productive and well thought out?

· Do you use your initiative to take action without instruction on routine matters?
Judgement

· Have your decisions been sound and well thought out?

· Have there been decisions you have been reluctant to take?

· Do you anticipate problems in advance and develop solutions

Application

· Do you drive yourself hard to reach objectives or do you take a more leisurely approach?

· Do you organise your work to achieve the most important objective?

· Is your effort always directed in the most productive direction?

· Are your jobs completed on time without loss of quality?

· Do you complete the less interesting jobs?

· Are you well organised in all aspects of the job?

· Are you unsure of accepting new responsibility?

· Would you consider yourself presentable, punctual and well prepared?

Job Knowledge and Skills

· What are the most important duties of your present job?

· What skills and knowledge are your strengths?

· What skills and knowledge do you lack?

· Are any particular skills and knowledge under used?

· Are there any aspects of your job that you do not find satisfactory or about which you would like more information?

Interpersonal Skills

· Do you feel at ease with others? Do they feel at ease with you?

· Do you feel at ease with the partners/management?

· Are you seen as responsive to the problems of others?

· Are there any instances where you felt you could have handled a delicate situation better?

Pressure

· Under what conditions do you feel you work best?

· How do you react under fluctuating priorities and work demands?

· Do you consistently meet your deadlines?

· Does the quality of your decisions suffer when you are under pressure?

· Could you handle more responsibility if it were offered?

· Do you seek more responsibility?

Appendix 1
PRE-APPRAISAL PREPARATION FORM 
Name of Employee …………………………………………………………………

Appraisers     ……………………………………. Date ……………………….….

Sickness absence over the past year…………………………………………………………….………

Number of customer (patient) complaints over the past year…………………………………..

	Is your job description up to date?



	What have been your main achievements (have you achieved the objectives set at last year’s appraisal)?


	Have you had any difficulties carrying out your job?



	What parts of the job do you do the best?



	What parts do you find difficult?



	What do you enjoy the most and why?



	What do you enjoy the least and why?



	How do you think your colleagues perceive you?



	Have you any skills not being used?



	What new skills have you acquired?



	Can you suggest any training which would help improve your performance?



	What would you suggest as your objectives (work targets) for the coming period?



	Are there any other issues you would like to discuss?
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