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You should ensure that you refer to you latest job description before completing this form.  If you do not have a copy, please contact Human Resources.

Instructions:

Manager - Not less than 10 working days before the Performance Review meeting, the Manager should give this form to the employee and ask them to complete the section ‘Assessment of your own Performance’  and tick the boxes which they consider best reflects their performance, and/or make any other comments in the spaces provided.  The Manager has an option of completing their section before, or during the Performance Review meeting.  The Manager is responsible for ensuring the Performance form is signed off and copy given to the employee and a copy is kept on the employees personnel file.

Employee - The employee should complete their sections and return the form to their manager 5 days before the meeting.  

	Please return to your line manager by:
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	Name of Employee
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	Job Title
	[bookmark: Text3]     

	Line Manager
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	Date of Appraisal
	[bookmark: Text5]     

	Place 
	[bookmark: Text6]     
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Objectives & Projects for the Current Year

List objectives and projects for the current year and comment on progress and outcomes

	Projects & Objectives
[bookmark: Text7]     
	Comments
     

	|_|
	|_|
	|_|
	|_|

	I always take control over my projects and complete them in line with all objectives and within the agreed timescale.
	I undertake work required to complete projects together with my line manager/supervisor.  Projects are normally completed on time.
	Projects are started well, but there are areas that are not completed or not completed within the agreed timescale 
	I have some difficulties with understanding the requirements of the projects and need some help in this area



	Performance factors
	Assessment of Your own Performance
Please tick the box that you feel describes your work
	Managers Comments and Training Requirements

	Your Job Role
Do you consider that you have achieved all the requirements of your job?


	[bookmark: Check1]|_|
	[bookmark: Check2]|_|
	|_|
	[bookmark: Check3]|_|
I am still learning my job, and would like guidance in some areas of my job role to help me meet all the job description requirements
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	All elements of job description have been achieved
	Nearly all elements of job description have been achieved
	There are some elements of my job that are not being performed because they are obsolete or for some other reason.
	
	

	
	Examples and/or Comments:
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	Quality of Work

Describe the accuracy/ presentation/or standard of your work?  Accuracy in documentation, figure work, spreadsheets, making of arrangements, diary keeping, emails.  
Do you always check your work and fully understand what is required?

	|_|

	|_|

	|_|

	|_|
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	Accuracy achieved at all times and exceptionally high standards of professionalism consistently maintained.
	I strive to achieve high levels of accuracy, but there are still some areas of work where my accuracy could be improved
	I work to the best of my ability, but errors have a habit of occurring
	I would like help and support to ensure my work is more accurate

	

	
	Examples and/or Comments:
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	Job Knowledge

Do you have the knowledge to do the job properly?

E.g. understanding procedures, scope of duties
	|_|
	|_|
	|_|
	|_|
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	Exceptionally thorough knowledge of my own and related work.

	Good knowledge of my own job and related work aspects.
	Lack of knowledge sometimes hinders my progress. 
	I need more guidance and training.
	

	
	Examples and/or Comments:
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	IT Skills
Do you have sufficient knowledge of: 	Windows
	Word
	Excel
	Outlook
	Powerpoint
	Publisher
to enable you to work productively and effectively. The extent to which you are prepared to learn new software programs. 
	|_|
	|_|
	|_|
	|_|
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	IT Skills are good enough to assist others.
	IT Skills sufficient to perform job role.
	IT Skills need to improve to increase productivity
	I would like to IT skills training to perform my role.
	

	
	Examples and/or Comments:
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	Dependability & Work Planning

How well can you be relied upon to do what is required in carrying out assigned tasks and to meet deadlines. 

The extent to which you take responsibility, display initiative in order to get the job done.

	|_|
	|_|
	|_|
	|_|
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	I am always thoroughly reliable and plan work schedules to meet all deadlines.
	I require little supervision and organise my work well.  I rarely forget to perform tasks requested.
	More frequent checks would be helpful. I need to improve some aspects of my work planning. I sometimes forget to perform tasks requested. 
	I would like constant supervision and reminders to help me meet deadlines. I would like help to improve in this area.
	

	
	Examples and/or Comments:
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	Teamwork

How well do you work with others to accomplish the goals of the job and department.  Specifically working with colleagues, voluntary leaders, managers, synagogue staff and other external agencies.
	|_|
	|_|
	|_|
	|_|
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	I give others support and guidance without prompting.
	When asked by my manager and/or colleagues, I will assist others
	Sometimes I am uncertain whether I should assist others or not and would like further guidance.
	I would like further support in this area on how to become a more helpful team worker.
	

	
	Examples and/or Comments:
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Attendance & Punctuality

What is your pattern of absence, sickness and punctuality?

Please refer to any informal or formal action if necessary.
	|_|
	|_|
	|_|
	|_|
	Managers, please check sickness and absence levels prior to this performance review meeting to establish facts
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	 I am exceptionally punctual and never absent. It is extremely rare that I am sick or late
	I consider my attendance levels to be acceptable and I am rarely late, sick or absent
	My attendance levels could improve
	I have some difficulties with my attendance and would like to discuss
	

	
	Other Comments/Examples:
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	Communication

How well do you communicate, when speaking and when writing.  
Eg: 	Written reports
	Letters
	emails
How well you speak to:
	Colleagues
	Voluntary leaders
	Parents
	Synagogue staff
	Senior mangers 
How well do others respond to you.
	|_|
	|_|
	|_|
	|_|
	[bookmark: Text23]     

	
	Exceptionally effective in all written and verbal communication
	Usually a good communicator
	Some difficulties with written and/or verbal communication
	I would like some help
	

	
	Other Comments/Examples:
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	Job Satisfaction

What parts of your job give you the most and least satisfaction

	Most satisfaction:
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	Least satisfaction:
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	Examples and/or Comments:
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	Objectives & Projects for Next Year
(To be completed by the employee. Agreed and supplemented by the line manager)
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	Signed (Employee)
	
	Date
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	Signed (Manager)
	
	Date
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