APPRAISAL & DEVELOPMENT FORM


	FAMILY NAME:
	GIVEN NAME(S):

	COMPANY:
	BRANCH:

	DEPARTMENT/BUSINESSUNIT:

	POSITION:

	CLASSIFICATION UNDER BANKING FINANCE & INSURANCE AWARD 2020: FORMDROPDOWN 
 

	DATE APPRAISAL UNDERTAKEN:

	DATE APPOINTED TO PRESENT POSITION:

	NAME & POSITION OF APPRAISER:


These comments do not print.  Document is provided in a locked state, simply tab between fields.  To unlock document use the relevant options within your Word Software.  This note does not print.
The main purpose of this appraisal is to openly and honestly discuss with the employee an overall assessment of their performance, their knowledge and outcomes achieved.  The focus should be on identifying areas of success, skill improvements, training needs, development plans and goals and expectations for the next year.

The employee should use the appraisal to raise any issues or concerns they have regarding the organisation, their role, their development prospects and any other matter of concern in the way that they are treated. 

It should be conducted in an objective manner where comments on the employee’s performance are not seen as personal criticisms but as comments on the outcomes achieved by the employee.

Processes

Prior to Meeting

The staff member should be given a sample of the form, or asked to review the form on the Internal Network a few days prior to the actual Appraisal.  Prior to commencing the Appraisal the person conducting the Appraisal should review the prior years appraisal where one has been done, training progress as shown in the Staff Training Register and the staff members current Position Description (if applicable), a review of the Complaints Register to identiy any complaints involving the employee is also recommended.
Should a formal knowledge assessment be considered a critical part of the appraisal process, a set of 20 questions should be selected from the Knowledge Base (Knowledge Base) and be provided to the staff member.  This should be completed, returned and marked prior to the meeting.  Any knowledge gaps should be factored into the appraisal process.

Where the supervisor does not review a samples of the employees work on a regular ongoing basis as part of the work flow of the business, it is recommended work recently completed by the staff member should also be collected and reviewed using the Client File Review Sheet (Client File Review Sheet Template).  Where new or inexperienced staff are involved in client meetings the supervisor may attend and critique a meeting focussing on compliance with our procedures and the quality of advice provided.

During Meeting

The form should be completed, either On Line or in writing at the time of the Appraisal.  Upon completion of the form, a copy is to be given to the employee, and a copy placed on the staff members staff file.

The key training plans agreed in the form will be included in the Staff Training Plan / Register for the staff member and should be followed up on a regular basis to check progress.  For further information please refer to our Training Policy and Procedures Training Policy And Procedures
Rating Criteria:

1. DOES NOT MEET ESTABLISHED EXPECTATIONS

Performance does not meet established expectations for work performance or personal performance related to the requirements of the current job role.  Scores in this area would be expected to trigger the need for specific training, development and improvement plans to be put into place.

2. MEETS ESTABLISHED EXPECTATIONS

Performance meets established expectations for work performance and personal performance related to the requirements of the current job role 

3. ABOVE ESTABLISHED EXPECTATIONS

Performance is above established expectations for work performance and personal performance related to the requirements of the current job role.

	KNOWLEDGE
	Rating from 1 to 3
	 FORMDROPDOWN 



· Understanding of the technical and professional requirements of the position.

· Understanding of our business, its values and objectives and Service Standards.

· Understanding of our product range, systems and procedures, guidelines etc.

REMARKS (Refer to Knowledge Base Question outcome if used):

	

	

	


	COMPLIANCE
	Rating from 1 to 3
	 FORMDROPDOWN 



· Understanding of the obligations that we have under various laws, regulations, codes, etc.

· Complying with the obligations of the business.

Supporting and improving the way the business meets its overall compliance obligations.

· Focus on customer needs (For representatives remunerated on commission/fees)

REMARKS:

	

	

	


	COMMUNICATION SKILLS
	Rating from 1 to 3
	 FORMDROPDOWN 



· Communicating, verbally and in writing; in a concise and effective manner.

· Developing a rapport and relationship with clients to build stronger links with the client.

REMARKS:

	     

	

	


	PRODUCTIVITY
	Rating from 1 to 3
	 FORMDROPDOWN 



· Producing a consistent high volume of high quality work at agreed target levels.

· Completing tasks within deadlines and juggling priorities where required.

The extent of absenteeism throughout the review period.

· Using a flexible approach to working hours to achieve our Service Standards.

REMARKS:

	     

	

	


	APPROACH TO WORK
	Rating from 1 to 3
	 FORMDROPDOWN 



Demonstrating an ability to schedule, prioritise, arrange and extend themselves and assessing the consequences of problems or circumstances that arise.

· Implementing innovation and initiative in completing work.

· Consistently focussing on the task allocated and avoiding distractions

REMARKS:

	

	     

	


	CUSTOMER SERVICE
	Rating from 1 to 3
	 FORMDROPDOWN 



· Providing exceptional service to both internal and external clients.

Consistently achieving and contributing to the achievement of our Service Standards.

· Delivering a positive approach in the way they deal with external and internal customers.

REMARKS:

	

	     

	


	ATTITUDE TO PEOPLE AND TO WORK
	Rating from 1 to 3
	 FORMDROPDOWN 



Accepting and acting upon valid directions from management and being held accountable for one’s actions.

· Willing to work as part of a team to achieve our Service Standards

· Displaying a positive general attitude and disposition as demonstrated by behaviour.

· Respectful and inclusive approach to staff.

REMARKS:

	

	     

	

	Training Courses and Education Completed
	Rating from 1 to 3
	 FORMDROPDOWN 



· Completing all training as set out in the Training Plan / Register.

Seeking knowledge and understanding of business processes, legislative issues etc.

· Actively looking for ways to improve skill and knowledge levels and to participate in training opportunities.

REMARKS:

	

	     

	


	MANAGEMENT /SUPERVISION 

(if applicable to position)
	Rating from 1 to 3
	 FORMDROPDOWN 



· Effectively organising the work of staff to ensure the achievement of our Service Standards.

· Appropriately delegating authority to staff so that work may be completed.

· Supervising the execution of work by staff.

· Providing leadership to staff by example and positive feedback for good outcomes.

REMARKS:

	     

	

	

	


	TRAINING & DEVELOPMENT OF STAFF (if applicable to position)
	Rating from 1 to 3
	 FORMDROPDOWN 



· Initiating and co-ordinating training of staff in technical skills and procedures.

Encouraging staff to seek development, training or educational opportunities.

RELATED REMARKS:

	

	

	     

	


Review of Goals Set at Last Appraisal

	1. Goal:
	

	2. 
	

	3. 
	

	Review:
	

	4. 
	

	5. 
	

	6. Goal:
	

	7. 
	

	8. 
	

	Review:
	

	9. 
	

	10. 
	

	11. Goal:
	

	12. 
	

	13. 
	

	Review:
	

	14. 
	

	15. 
	

	16. Goal:
	

	17. 
	

	18. 
	

	Review:
	

	19. 
	

	20. 
	

	21. Goal:
	

	22. 
	

	23. 
	

	Review:
	

	24. 
	

	25. 
	


Review comments can be expanded on a separate sheet if necessary

	OVERALL PERFORMANCE
	Rating from 1 to 3
	 FORMDROPDOWN 



List any major achievements not mentioned above as well as any problems encountered since the last review.  If you require additional space for your comments, please attach additional sheets

Summary




Notable Achievements




Areas for Development





	Signed (Appraiser)
	Date:
	


Comments by Employee

Employees are encouraged to include any comments considered relevant to this appraisal, their position, preferred career direction, etc.  Comments may be attached on a separate sheet if necessary.  Regardless of whether comments have been added, the form must be signed by the employee and returned to the appraiser.





	Signed (Appraisee)
	Date:
	


Review of Appraisal

The appraiser’s superior may make any comments considered appropriate to this appraisal.  Comments may be attached on a separate sheet if necessary.  If comments are made, these must be communicated to (firstly) the appraiser and (secondly), to the employee.




	Signed
	Date:
	


Performance / Development Goals For The Next 12 Months

When writing the goals we should consider the corporate values, achievement of company and business unit objectives as set out in the Business Plan and the requirements of the employee’s current and future job roles.  There should be goals related to work outcomes and personal training and development.

Up to six S.M.A.R.T. goals may be identified.  Each should be: Specific and clearly defined; couched in Measurable terms so that the employee will know when the goal has been attained to a satisfactory standard; written and Agreed between the employee and their supervisor; Realistic in conjunction with the employees current position and development needs; and Time focused so that the employee and supervisor can plan for its achievement.

	1.

	

	


	2.

	

	


	3.

	

	


	4.

	

	


	5.

	

	


	6.

	

	


Training and Development

Please refer to the Training Policy and Procedures (Training Policy and Procedures.doc) prior to completing this section.

List any training that should be undertaken as identified during the Appraisal and Development discussion and from the Development Goals.  Areas of performance that have been rated in the 1 – 2 category should have training plans implemented.  Training Plans are to be entered directly onto the Staff Members Training Plan / Register.

A Training Completion Form can be filled out by the employee and given to the manager whenever any formal training program or module has been completed.

	1. Learning Outcomes (What do you want/need to learn?):

	

	

	Training:

	

	2. Learning Outcomes (What do you want/need to learn?):

	

	

	Training:

	

	3. Learning Outcomes (What do you want/need to learn?):

	

	

	Training:

	

	4. Learning Outcomes (What do you want/need to learn?):

	

	

	Training:

	


Career Development

Briefly record development objectives for future career progression and any long-term training and/or developmental requirements which could be pursued.  This includes any Succession Planning issues involved in the promotion of the staff member to another position or the replacement of the staff member in their current position.
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