Model employee appraisal form for school support staff


Model Appraisal Form for School Support Staff
	Name of employee
	

	Name of appraiser
	

	Date of this appraisal meeting
	

	Date of meeting when objectives were set
	


The school processes any personal data collected during the appraisal process in accordance with its data protection policy. Further details can be found in the Privacy Notice on the school’s website. Any data collected is held securely and accessed by, and disclosed to, individuals only for the purposes of completing the appraisal process.
Complete the form as soon as possible after the appraisal meeting and sign below:
	
	Comments

	Employee
	signature
	
	

	
	date
	
	

	Appraiser
	signature
	
	

	
	date
	
	

	Head teacher
	signature
	
	

	
	date
	
	


Part 1 - Review of performance over previous 12 months
1a Assessment against objectives
	Objectives set at the start of the appraisal cycle
	Assessment of performance against objectives (including evidence)

	
	

	
	

	
	

	
	

	
	

	
	


1c Overall assessment of performance:

After discussion, use this section to sum up the employee’s performance over the post 12 months, including anything that was not included in the original objectives or at the interim review, or aspects which fall outside the formal objective setting process.  
	Appraiser’s assessment
	

	Employee’s assessment
	


Part 2 - Setting objectives for the next 12 months

Objectives should contribute to the school’s plans for improving the school’s educational provision and performance and improving the education of pupils in the school.
They should be Specific, Measurable, Achievable, Relevant and Time-limited, and appropriate to the job role.  Specify how evidence of achievement will be gathered.
	Objective
	Success criteria
	Sources of evidence 
	Timescale(s)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Employee’s comments on objectives (if required)



	


Part 3

Training and development needs
3a Review of training and development over past 12 months
	Training and development activity
	Effect on individual and/or school performance

	
	

	
	

	
	


3b Assessment of training and development needs and how these will be met
	Area for development
	Planned training/development activity



	
	

	
	

	
	


3c Overall assessment of learning and development
	Employee’s Comments
	

	Appraiser’s Comments
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