Femina HIP Staff Appraisal Format

Logistics: 
· The appraisal form will be given to the employee at least one week before the appraisal

· The employee will do a self appraisal. This means that he/she assess himself/herself in advance and send the completed form to the line manager before the appraisal meeting
· The appraisal meeting will be attended by the line manager, the employee and the HR manager

· The line manager will complete the final form and issue a copy to the employee, the HR manager and the Executive Director 

Name of employee: _________________________________________________________________

Date of appointment: ________________________________________________________________

Department: _______________________________________________________________________

Job title: __________________________________________________________________________

Reporting to: ______________________________________________________________________

Appraisal conducted by: _____________________________________________________________

Date of appraisal:   ________________
           Date of previous appraisal: ________________

Total leave days taken during the last year: _______________________________________________

Total sick days taken during the last year: ________________________________________________

Disciplinary action taken: ____________________________________________________________________________________________________________________________________________________________________

Training attended: ____________________________________________________________________________________________________________________________________________________________________

1. TO BE FILLED IN BY THE EMPLOYEE BEFORE THE APPRAISAL MEETING
What are your achievements from the past year? Refer to your job description, the annual work plan, the log frame, etc.

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Evaluate your performance including personal initiatives, successes and challenges

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Please describe your working relationship with your manager and colleagues
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
How would you describe Femina HIP as a workplace?

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Please describe areas where you feel you need to improve. For example self motivation, attitude, participation, communication, etc.

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
What are your training whishes and career aspirations?

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Please rate yourself according to your performance
.
	Excellent
	Very good
	Good
	Average
	Needs improvement
	Unsatisfactory

	
	
	
	
	
	


Please explain why you have rated yourself in this way

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Are thee any other issues you would like to discuss?

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
2. TO BE FILLED IN DURING THE MEETING BY THE MANAGER AND THE EMPLOYEE
How does the actual job tasks relate to the job description?

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
What would you like to accomplish in the next year? State a goal you have for yourself

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
3. TO BE FILLED IN BY THE MANAGER AND THE EXECUTIVE DIRECTOR
The manager’s overall evaluation of the employee

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

The Executive Director’s comments

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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