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	Appraisal Form – 6 month review

	
	



	Employee Name:
	
	Initial PIP Meeting Date:
	[           ]

	Manager Name:
	
	Role/Department:
	

	Detail circumstances behind PIP:

(Ahead of the meeting - list the reasons why a PIP meeting has been arranged, what areas of performance, conduct or attendance has given rise to concerns.  Be specific and make sure you are able to evidence your concerns)



Discuss concerns
	(Make rough notes below during your discussions.

The aim of these discussions is to establish, as far as you are able, the reasons why, what are the root causes?  Are there failings in systems and processes?  Has there been a lack of training?  Is it the employee or are there other influences?)



Discuss solutions
	(Make rough notes below during your discussions.

The aim of these discussions is to identify probable solutions.  Focus on what actions would involve the employee, identify others who may have actions (which would include you), identify any systems or processes that may need to be reviewed)



Discuss consequences

	(Make rough notes below during your discussions.

Relevant where discussions have highlighted areas of personal improvement by the employee)



Action Plan

	Objective
(Set out the actions to be undertaken, timescales etc)

	Who By

	By When



Add more as necessary
Next review date [           ] (should be no longer than 1 month from last review)
Final Summary
	Relevant constructive feedback from Manager


	When fully completed, print off one copy for both Manager and Employee to sign.  Completed forms are finally passed to HR for filing on Personnel File.

	Manager:

Signed:
Date:
	Employee Acknowledgement of Receipt:
Signed: 
Date:
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