
PENNARD COMMUNITY COUNCIL
Appraisal Interview report
Reviewed 16 Nov 2020
	Name of Employee:

Date Appointed :
Job Title:

Name of Appraiser:

Date of this Appraisal

Name of Appraiser’s Line Manager

Date of last Appraisal:


Section A

Performance review
Objectives and targets agreed for review period
List the objectives and targets agreed at the last appraisal interview (where these have changed, new objectives/targets should have been agreed to reflect changes in circumstances). Comment on how effectively the objectives have been achieved over the review period.

	Objectives/Targets
(including agreed dates for achievement)
	Achieved?
Fully (F)

Partially (P)

Not (N)
	Comments

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Skills gained and further development undertaken since last appraisal interview
	Note any training attended, both internal and external:



	New skills gained (whether as part of a course or not):




	Qualifications gained:




Section B

Performance Indicators

The appraiser to describe the employee’s job performance during the review period. A rating scale from A–E on each performance indicator is to be used as follows:
· A = EXCELLENT
· B = GOOD
· C = SATISFACTORY
· D = UNSATISFACTORY
· E = CAUSE FOR CONCERN

Where a performance indicator is not relevant, it will be deleted. 
	Performance indicator
	Rating and Comments

	Team Working 
	

	Relationships with Councillors/Other staff
	

	Relationships with members of the public (internal and external)
	

	Leadership in role
	

	Ability to meet performance standards
	

	Adaptability
	

	Self-development
	

	Impact on the work of the Council
	


Section C
The future
Objectives for the coming review period
Taking into account the Council’s objectives agree a new list of personal objectives/targets for the next 12 months.
[Note: carry forward any unachieved objectives/targets from the last review period, if still relevant.]
	Objectives/Targets
	Date for achievement 

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Section D

Training and development needs
As a result of the foregoing discussion, note here any training requirements. These can be:

· on-the-job training

· external courses which may or may not lead to a qualification

· any other professional development.
	Topic
	Type of training/development recommended 

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Section E
Comments and Signatures
	Clerk’s/Employee’s comments



	Appraiser’s comments



Please sign below to confirm that the appraisal interview has taken place:

Clerk’s/Employee’s signature:

Date: [insert date]

Appraiser’s signature:

Date: [insert date]

Appraiser’s manager’s signature:

Date: [insert date]
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