	PRE-APPRAISAL QUESTIONNAIRE


	Name:


	

	Job Title
	

	Date of Appraisal
	


	SECTION 1

	1. Have there been any significant changes to your job role in the past 12 months?  If so, please identify them

	

	2. Do you have a copy of your current job description?  If so, is it accurate?

	

	3. Give an example of something you were involved in that went well

	

	4. Give an example of something you were involved in that you felt could have been handled better

	

	5. Give an example of good communication within your working environment and/or work colleagues

	

	6. Give an example of poor communication within your working environment and/or work colleagues

	

	7. What three things could the Practice do differently to improve performance?

	

	8. What three things could you do differently to improve your own individual performance?

	

	9. Do you have any skills that are not being used?

	

	10. Summarise any training and development undertaken in the past year (e.g. formal training, distance learning, job shadowing) and describe its impact on your job.

	

	11. Can you suggest any training (formal or informal) that you feel would improve your performance?

	

	12. Any other comments?

	


	SECTION 2

	Identify your 3 main objectives for the year ahead

	

	

	


	SECTION 3

	Summary by Appraiser

	

	Action Plan

	

	Summary by Employee

	


	Signed (Employee)


	Date



	Signed (Appraiser)
	Date




